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The MacWrite word-processing 
program provides powerful text- 
design features, enabling you 

to create professional-looking 
memos, reports, and other 
documents. 
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Copyright 

This manual and the software described in it are copyrighted 
with all rights reserved. Under the copyright laws, this manual or 
the software may not be copied, in whole or part, without written 
consent of Apple, except in the normal use of the software or to 
make a backup copy. The same proprietary and copyright 
notices must be affixed to any permitted copies as were affixed 
to the original. This exception does not allow copies to be made 
for others, whether or not sold, but all of the material purchased 
(with all backup copies) may be sold, given, or loaned to 
another person. Under the law, copying includes translating into 
another language or format. — 


You may use the software on any computer owned by you, but 
extra copies cannot be made for this purpose. For some 
products, a multi-use license may be purchased to allow the 
software to be used on more than one computer owned by the 
purchaser, including a shared-disk system. (Contact your 
authorized Apple dealer for information on multi-use licenses. ) 


©1985 Apple Computer, Inc. 
20525 Mariani Ave. 
Cupertino, CA 95014 
(408)996-1010 


Macintosh is a trademark of McIntosh Laboratory, Inc., and is 
used with express permission of its owner. 


Apple, the Apple logo, the Macintosh logo, MacWrite, MacPaint, 
MacTerminal, AppleTalk, LaserWriter, and ImageWriter are 
trademarks of Apple Computer, Inc. 


Written by Lynnea Johnson of Apple User Education. 


Program by Randy Wigginton, Ed Ruder, and Don Breuner of 
Encore Systems. 


Simultaneously published in the U.S.A. and Canada. 
Reorder Apple Product #M1502 


Limited Warranty on Media and Manuals 

If you discover physical defects in the media on which this 
software is distributed, or in the manuals distributed with the 
software, Apple will replace the media or manuals at no charge 
to you, provided you return the item to be replaced with proof of 
purchase to Apple or an authorized Apple dealer during the 90- 
day period after you purchased the software. In some countries 
the replacement period may be different; check with your 
authorized Apple dealer. 


ALL IMPLIED WARRANTIES ON THE MEDIA AND 
MANUAL, INCLUDING IMPLIED WARRANTIES OF 
MERCHANTABILITY AND FITNESS FOR A PARTICULAR 
PURPOSE, ARE LIMITED IN DURATION TO NINETY (90) 
DAYS FROM THE DATE OF THE ORIGINAL RETAIL 
PURCHASE OF THIS PRODUCT. 


Even though Apple has tested the software and reviewed the 
documentation, APPLE MAKES NO WARRANTY OR 
REPRESENTATION, EITHER EXPRESS OR IMPLIED, WITH 
RESPECT TO THIS SOFTWARE, ITS QUALITY, 
PERFORMANCE, MERCHANTABILITY, OR FITNESS FOR A 
PARTICULAR PURPOSE. AS A RESULT, THIS SOFTWARE IS 
SOLD “AS IS,” AND YOU, THE PURCHASER, ARE 
ASSUMING THE ENTIRE RISK AS TO ITS QUALITY AND 
PERFORMANCE. 


IN NO EVENT WILL APPLE BE LIABLE FOR DIRECT, 
INDIRECT, SPECIAL, INCIDENTAL, OR CONSEQUENTIAL 
DAMAGES RESULTING FROM ANY DEFECT IN THE 
SOFTWARE OR ITS DOCUMENTATION, even if advised of the 
possibility of such damages. In particular, Apple shall have no 
liability for any programs or data stored in or used with Apple 
products, including the costs of recovering such programs or 
data. 


THE WARRANTY AND REMEDIES SET FORTH ABOVE ARE 
EXCLUSIVE AND IN LIEU OF ALL OTHERS, ORAL OR 
WRITTEN, EXPRESS OR IMPLIED. No Apple dealer, agent, or 
employee is authorized to make any modification, extension, or 
addition to this warranty. 


Some states do not allow the exclusion or limitation of implied 
warranties or liability for incidental or consequential damages, 
so the above limitation or exclusion may not apply to you. This 
warranty gives you specific legal rights, and you may also have 
other rights which vary from state to state. 
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About This Manual 


This manual is about MacWrite™, a word processing application for the Apple® 
Macintosh™ computer. Chapter 1, “Learning MacWrite,” gets you started 
creating, editing, and printing a document. This chapter is for someone who 
isn’t familiar with computers or word processing. It’s a self-paced series of 
exercises designed to help you learn the basics, so you can feel confident about 
working with MacWrite. 


Once you begin to create your own documents, you may want to turn to “Using 
MacWrite,” Chapter 2. It’s a series of step-by-step instructions for most of the 
word processing tasks you’ll do with MacWrite. If you’re an old hand at word 
processing and familiar with basic Macintosh techniques, you could skip 
Chapter 1 and read this chapter. 


Chapter 3, ““MacWrite Reference,” begins with a conceptual overview of the 
elements of the MacWrite word processor. A summary of the commands 


follows, and the chapter ends with tables of MacWrite’s “‘vital statistics” and a 
glossary of special terms. 


Before you read any farther in this manual, if terms such as desktop, Finder, or 
click are unfamiliar, you may first want to read Macintosh, the owner’s guide. 
It’s a conceptual and practical road map for finding your way around the 
Macintosh. The owner’s guide introduces you to the Finder, which manages 
your documents, and to the basic methods for working in any Macintosh 
application. 
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Introduction 


This chapter has two parts. The first part gets you started using MacWrite. 
You'll learn how to use MacWrite’s special typing features, how to set 
margins and tabs (called setting the format) , and then how to do some basic 
editing and styling of text. 


In the second part of the chapter, you’ll learn in more detail how to edit text 
and change its format by changing a memo that’s already stored on the 
MacWrite disk. Finally, if you have a printer, you'll print the corrected 
memo. 


When you finish the chapter and begin to create your own documents, you 
may still need some reminders about procedures covered in the first 

chapter. And you'll discover you need to know about procedures that aren’t 
covered there. Refer to Chapter 2, “Using MacWrite,” for quick procedural 
summaries of most of the word processing tasks you can do with MacWrite. 


Macintosh, the owner’s guide, orients you to the Macintosh and the Finder. 
In addition, it teaches the basic mouse techniques that you need in order to 
use all Macintosh applications. Although mouse techniques will be covered 
briefly the first time you use them in this chapter, you should already know 
how to: 


ZX click to select places and actions 
C2 drag to select text and move things around 


C1 choose from a menu to choose commands from the menus in the menu 
bar 


Storing Selections in the Scrapbook 


You can use the Scrapbook desk accessory to store frequently 
used pictures and passages of text from MacWrite (or many other 
applications ), and later paste them into any MacWrite document. 


This is a good way to keep a collection of paragraphs, tables, 
illustrations, symbols, or titles that you'll use in many 
documents. It’s also a good way to carry a number of these from 
one document to another. While the Clipboard holds only one 
item at a time, the Scrapbook can hold many. 


The Scrapbook can store a large number of pictures and passages 
of text. Text, however, loses its font, font style, and font size 
when you put it into the Scrapbook. Text in the Scrapbook is 
always Geneva, Plain Text, 12 Point. 


Passages of text that include a ruler or combinations of text, 
pictures, and page breaks can be stored in the Scrapbook, though 
you see the text only until you paste them back into a MacWrite 
document. 


1. Select any 
combination of text, 
rulers, and pictures 
(including page 
breaks) you’re going to 
be using often. 


2. Choose Copy from 
the Edit menu. 


This copies the selection onto 
the Clipboard. 


Getting Started First, you'll open MacWrite from the Finder. 


@ Switch the Macintosh on and insert the MacWrite disk, metal end first 
and label side up, into the disk drive. 


The menu bar and desktop icons appear. The Write disk icon is selected. 
m Choose Open from the File menu. 


To choose from a menu: Position the pointer on the menu title—in this case, 
by putting the tip of the pointer on File. Press and hold down the mouse 
button, drag the pointer to the command—in this case, Open—and then 
release the mouse button. 


The Write disk icon opens, and in its window you can see the icons 
representing what’s stored on the disk you inserted. 


You'll select the MacWrite icon to open a new document. 
m@ Click the MacWrite icon to select it. 


To click: Position the pointer on something—the MacWrite icon, in this 
case—and then press and quickly release the mouse button. 


m@ Choose Open from the File menu. 


New Folder 3€N 


Open. 


Get Info 
Duplicate 


Page Setup 
Print Catalog 


The desktop clears, and a wristwatch tells you to wait a bit while the 
Macintosh opens MacWrite on the desktop. Then a nearly empty document 
appears in a document window. 


The menu bar contains the 
titles of menus from which 
you choose commands 


The close box lets you close 
the window 


The blinking vertical bar 
marks the spot where text 
appears as you type, and that 
spot is called the insertion 
point 


The title bar shows the name 
of the document 


The ruler has adjustable 
settings for margins, tabs, 
line spacing, and text 
alignment 


The number is the page 
number of the part of the 
document you see in the 
window 


The scroll bar lets you move a 
document up or down in the 
window so you can see 
different parts of it 


The size box lets you change 
the size of the window 


A MacWrite document window has a title bar, a close box, a scroll bar, anda 
size box. Inside the document window are two items that are part of the 
document, aruler and a blinking vertical bar. (Ifthe word window brings to 
mind buckets of water and squeegees, you really need to read Macintosh, 
the owner’s guide, to learn about electronic windows.) 


Typing Text You might not use the term document to describe what you re about to type. 
But to MacWrite, a document is what you create when you put anything ina 
document window, whether it’s one word, a grocery list, a legal brief, or a 
picture from MacPaint. 


Typing Text at Notice the blinking bar, marking the insertion point, at the top left under the 
the Insertion ruler. 
Point 


@ Type this sentence: 


@ Press and hold the Backspace key until the insertion point is back at the 
beginning of the line. 


The text disappears. 


Typing with MacWrite is similar to typing on a typewriter, except everything 
takes place at the insertion point: 


2 Every character you type is added to your documentat the insertion point. 


11 The Backspace key moves the insertion point backward, removing what it 
backs over. 


© The Return key moves the insertion point down to the beginning of the 
next line. 


On the Macintosh.keyboard, the character keys—letters, numbers, 
symbols, punctuation, Return, Tab, and the space bar—repeat when you 
press and hold them. In this manual, unless the instructions say “press and 
hold,” “press” means to strike a key lightly as you do when you type. 


Word Word wraparound is a MacWrite feature that automatically moves the 

Wraparound insertion point and the word you're typing at the right margin to the 
beginning of the next line. You won’t press Return to move to the next line 
when your typing reaches the right margin. 


@ Type the following text without pressing the Return key at the right 
margin. Backspace and retype if you make a mistake. 


| love pizza smothered in tomato sauce, onions, olives, chilies, 
mushrooms, and bell peppers, topped with cheese and anchovies, then 
followed by something light for dessert--chocolate cake, perhaps | 


Always let MacWrite wrap words at the right margin. Press Return when 
you re ending paragraphs or skipping a line. 


Word wraparound is more than just a convenient feature to speed typing. 
MacWrite uses it to readjust spacing in paragraphs when you make a 
change—for instance, when you delete a sentence or reset the margins—or 
when you add a phrase, as you'll do now. 


You can add text only at the insertion point, so you'll select the insertion 
point first and then add something to what you just typed. 


@ Select the insertion point at the beginning of the paragraph by 
positioning the pointer in front of “I? and clicking the mouse button. 


Notice that the pointer changes its shape to an I-beam when you move it into 
the document. The blinking bar marks the insertion point at the beginning 
of the paragraph. You can select the insertion point anywhere within text 
you’ve typed and then type there. 


@ Type the following text and put a space after it: 


Look at the paragraph. MacWrite has readjusted it to make room for the 
added text. That’s how MacWrite uses word wraparound. 
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a The Return Key Next, you'll use the Return key to skip lines and type a list. Since you'll add 
text at the end of your document, the insertion point must be there before 
you can type. 


@ Select the insertion point at the end of the sentence by positioning the 
pointer after the period and clicking the mouse button. 


@ Press Return twice to skip a line. 


Remember, the Return key repeats if you hold it down. If you have too many 
lines after pressing Return, just backspace to remove them and try a lighter 
touch next time. 


@ Now type the following list (or any other four-item list currently on your 
mind). Press the Return key to start each new line. Backspace and retype 
if you make a mistake. 


Pressing Return actually inserts an invisible character into the text. Press 
Return once to move the insertion point to the beginning of the next line; 
press it twice to skip a line. Backspace to remove the effects of Return by 

removing the invisible Return character. 


The Undo If you don’t like what you just typed (you’re beginning to loathe pizza, 
Command perhaps), you can undo it by using the Undo command. Here’s how it 
works. 


m@ Choose Undo Typing from the Edit menu. 


Remember how to choose from a menu? Position the pointer on the menu 
title, drag to the command, and release the mouse button. 


Edit & 
= Undo Typing 
£442 
£ Opts 


Show Clipboard 


The list is gone. Undo undoes typing you've just done (including 
backspacing) back to the last click of the mouse. 


If you change your mind, you can get your typing back by undoing the Undo 
command, now named Redo. 


m@ Choose Redo Typing from the Edit menu. 


The text is back in your document. You'll learn to know and love the Undo 
command (and its alternate, Redo) as you work with MacWrite. 


Other Keys on There are keys on the keyboard that aren’t character keys; they perform 
the Keyboard other functions. Here’s a brief explanation of what they do. 


The Shift key capitalizes letters and lets you type the upper symbols on the 
number and symbol keys. 


The Caps Lock key works only with letters and is convenient when you want 
to capitalize a word or more. 


The Command key, next to the left Option key, works with character keys to 
issue commands. Many menu commands have Command-key equivalents 
(shown inthe menus to the right of the commands). For now, you Il choose 
commands from menus to work with your document. Later, you can read 
more about using the Command key in Chapter 2, “Using MacWrite.” 


The Option key works with many character keys to give a different character 
set—foreign-language character sets, for instance. See “Apple Menu” in 
Chapter 3. 


The Enter key can be used instead of the mouse to confirm certain 
commands. You'll have a chance to use it later in this chapter. 


You've just created a document, not a particularly important one, but a 
document nevertheless. And you’ve been introduced to almost all of 
MacWrite’s typing features except tabs. You'll work with tabs later in this 
chapter. 


Next, you'll be introduced to the ruler and how to use it to set the overall 
format of text. 


Typing Text 11 


Setting the Format 


Right margin marker 
Tab marker 


Left margin marker 


Indentation marker 

Tab wells 
Standard-spacing option 
Line-spacing boxes 


Alignment boxes 


Setting the overall format of text includes setting the margins, tabs, line 
spacing, and text alignment. 


With MacWrite, you’ll use the following elements ofa ruler to set the format 
for the text that follows it: 


Qe Olé tines/inch = a) [=] [= SS = 


LLL 


Atthe top ofa new document, MacWrite provides a ruler with a preset format 
that you can keep or change. The preset format is as follows: 


1 a1%-inch left margin with no paragraph indentation 
4 a1%-inch right margin 

1 atab marker at the 5%-inch mark 

1 single-spaced 


C4 aligned left 


Notice that the text you typed is aligned at the left margin. However, you see 
only about % inch of the left and the right margin. That’s because you're 
working within a shortened version of an 8%-inch ruler (the width of a 
standard page). The full margins will appear in the printed document. 


Now you'll change the settings on the ruler. You’ll see that these changes 
affect the text to the end of the document (where you typed the last 
character, including Return). Later, you'll learn how to insert rulers or use 
commands to vary the format in different parts of your document—for 
instance, to create tables, indented text, or centered titles. 


Changing @ Drag the right margin marker to the 612-inch mark on the ruler. 
Margins 
To drag a marker: Position the pointer on the marker. Press and hold the 


mouse button, drag the marker—in this case, to the 6%-inch mark—and 
then release the mouse button. 


Remember, make sure the tip of the pointer is on the marker before you 
press the mouse button. 


—7 


@ Try to drag the right margin marker past the tab that’s at the 5'2-inch 
mark. 


Foiled! You can’t move a margin marker pasta tab marker, because you can’t 
have a tab outside a margin. 


@ Drag the right margin marker back to the 612-inch mark. 


Notice that the left margin marker looks different from the right one. It’s 
actually two markers stacked together—the left margin marker and the 
indentation marker. When you want to change the left margin of a 
document, you’ll move both of these markers, one at a time. 


@ File Edit Search Format Font Style 


7 


1 
rival... WD cates. Pieiden: 1S... | ron | ree 1 


= 
[S) O6lines/inch 


@ Drag both left markers, one at a time, to the 212-inch mark. 


indentation Marker 
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Usually, you'll drag the indentation marker first. But if you carefully put the 
tip of the pointer on either of the bottom corners of the triangle, you can drag 
the left margin marker first. It takes a little practice. 


If you begin to drag and see an outline of an empty triangle, you’ve 
inadvertently picked up a tab. Just drag down until the tab becomes bold, 
release the mouse button, and try dragging the margin markers again. 


@ File Edit 


Setting the Format 


Search Format Font Style 


Any time of the aaa or night, | love pizza 


smothered in tomato sauce, onions, olives, chilies, 


mushrooms, and bell peppers, topped with cheese 
and anchovies, then followed by something light 
for dessert--chocolate cake, perhaps. 


Pizza 


Anchovies 
More pizza 
Dessert 


Changing 
Line Spacing 


Standard-spacing option 


Single-space box 
1%-space box 


Double-space box 


Using the Scroll 
Bar 


| 16 lines/inch 


m@ Change to 1'2-spacing by pointing to that box and clicking the mouse 
button. 


Everything you typed now appears in 1/%-spacing. 
@ Click the single-space box, and then click the 6 lines/inch check box. 


The check box is checked, and everything is again single-spaced—but with 
exactly 6 lines per inch (including the blank line you created with Return). 


@ Click the 6lines/inch check box to uncheck it, and then click the double- 
space box. 


The option is unchecked, and everything is double-spaced. 


When you double-spaced your document, the bottom of the document 
moved out of view. To move it back into view, you scroll the document by 
using the scroll bar. 


Click the arrows to scroll line 
by line 

Press the arrows to scroll 
continuously 


Drag the scroll box to go to 
another part of the 
document 


Click the gray area to scroll by 
the windowful 


m@ Press the down arrow on the scroll bar until you see the last part of what 


you typed. 


To press: Position the pointer on something—like the down arrow—and 
hold down the mouse button until MacWrite completes the action you want. 


Notice that the scroll box moves down the scroll bar as you scroll the 

document. It shows you the page number as well as the relative position, in 
the entire document, of the part of the document that’s now in the window. 
You can drag the scroll box to go quickly to another place in the document. 


For instance, to gotothe middle of your document, drag the scroll box to the 
middle of the scroll bar. If you want to go to a specific page in a long 
document, drag the scroll box until you see the number of the page you're 
looking for. If your document is one page or less you see only page number 
““1”’—no matter where you drag the scroll box. 


m@ Drag the scroll box to the bottom of the scroll bar. 


MacWrite scrolls to the end of your document. The window is empty 
because you didn’t type a full page. 


m@ Press the up arrow on the scroll bar until you see the top of the ruler. 


@ Now, click the single-space box so you can see the whole document. 


Changing 
Alignment 


Align-left box 
Align-center box 
Align-right box 
Justify box 


m= Center lines between the margins by clicking the align-center box. 
@ Now, click the align-right box. 


As you can see, everything lines up at the right margin. You’ll think of some 
uses for this—brochure copy or poetry, perhaps. 


Remember the Undo command? Undo undoes two types of actions: typing 
(including backspacing) and most mouse actions (for instance, choosing 
from a menu or changing ruler settings). 


m Choose Undo Ruler Change from the Edit menu. 


Your text is centered again. 


m@ Now click the justify box. 


Text is evenly spaced across each line and aligned at both margins except 
where you ended lines with Return. You can justify only word-wrapped 
lines. If you can’t see the difference between justified and left-aligned text, 
click back and forth between the justify box and the align-left box. 


@ Click the align-left box to return the text to the usual alignment. 


Saving Your Work 


Every 15 minutes or so, you should stop what you're working on and save 
your work. Rarely (but once is enough), you might lose your current work 
in the Macintosh because there’s a power failure. If you save your work 
often, you’ ll always have a recent version of the document on the disk. 


m@ Choose Save from the File menu. 


A dialog box appears when you choose a command that can’t be completed 
without more information. 


@ Type your own name as the name for this document. 
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save 


@ Entire Document © Text Only 


m@ Click the Save button (or press Enter or Return). 


A second or two later, the dialog box disappears, and when your document 
is safely stored on the disk with the name you gave it, the name appears in the 
title bar of the document window. Now you can work on your document 
again. Once you've saveda new document, you re always working ona copy 
of the most recent version of that document on the disk. 


If you’dlike to take along break and switch the Macintosh off, quit MacWrite 
by choosing Quit from the File menu to return to the Finder, and choose 
Eject from the Finder’s File menu to eject the disk. To open this document 
again, switch the Macintosh on, reinsert the disk, open the Write disk icon as 
you did at the beginning of the chapter, click the document icon with your 
name on it, and choose Open from the File menu. 


Using Tabs Ready to start again? MacWrite has two kinds of tabs, regular and decimal. 
You get each from the appropriate tab well on the ruler. 


Regular tab well 
Decimal tab well 
Regular tab marker 


Decimal tab marker 


A regular tab marker performs the same function as a tab on a typewriter: it 
indents text or aligns columns. 


A decimal tab marker sets up columns of numbers so that the decimal point 
position is aligned with the tab. 


m@ Drag the regular tab marker (just as you did the margin markers) from 
the 5'2-inch mark to the 3-inch mark on the ruler. 


@ Drag a decimal tab to the 5-inch mark. 


To drag a tab from the tab well: Position the pointer on the tab well. Press and 
hold the mouse button, drag a tab marker up to the inch scale of the ruler— 
the 5-inch mark, in this case—and then release the mouse button. 


m@ Select the insertion point, if it’s not there already, at the end of the list, 
after “Dessert”. 


@ Press Return twice to skip a line. 


Remember that Return and Tab are character keys and repeat if you hold 
them down. So press them lightly. If you repeat them inadvertently, you can 
always backspace. 


@ Press Tab and type: 


Characters move to the right as you’d expect. 


@ Press Tab and type: 


What’s on the left of the decimal point moves to the left; what’s on the right 
moves to the right. 


@ Press Return. 


Always use Return to end a line of a table. You can use Tab to go to the next 
tab on the next line, but you may get a strange-looking table if you have to 
edit it later. 


@ Press Tab and type: 


Like Return, Tab is an invisible character that you can insert and remove. If 
you backspace after you’ve removed the first character at the tab, you’ll 
remove the Tab character and move the insertion point to the end of the text 
at the previous tab. 


Try it and see what happens. 


m@ Press Backspace six times—five times to remove “$4.98” and once more 
to move the insertion point back to the end of the word “Lunch”. 


@ Press Tab and retype: 


This introduction to tabs gives you the basics. You’ ll work with tabs again in 
the second part of this chapter when you edit a memo. 
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Editing and 
Styling Text 


Selecting the 
Insertion Point 


Editing means changing the text. It can be anything from adding a phrase 
and correcting a few typos to drastically altering the content of a document. 
Styling text means changing how your text looks on the screen, and thus 
changing how it'll look when printed. Sometimes you'll want to center a 
title or emphasize an important point by making the text bold, for example. 
First, you'll edit text in a way that’s typical on the Macintosh. You “IL first 
make a selection and then act on it, either by typing or by choosing a 
command from a menu. 


Making a selection is how you tell the Macintosh what you want to work on 
or where you want to work. Since a selection is the place that always receives 
the next action, the insertion point ina MacWrite document is a selection. 
You select it and then act on it by adding or removing text. 


This time, you’ll add a title to your document. 


@ Select the insertion point at the beginning of the document— just in 


front of “Any”. 


@ Type the following title: 


@ Press Return twice. 


The title is at the top of the document, and the rest of the text has moved two 
lines down. 


My Favorite Snack 


Any time of the day or night, | love pizza 
smothered in tomato sauce, onions, olives, chilies, 
mushrooms, and bell peppers, topped with cheese 
and anchovies, then followed by something light 
for dessert--chocolate cake, perhaps. 


Pizza 
Anchovies 
More pizza 
Dessert 


Business Lunch $55.98 
Personal Lunch $4.98 


- Selecting Text With MacWrite, you'll select text to work on by dragging the pointer across 
it. MacWrite distinguishes a text selection from its surroundings by 
highlighting it. The selection is highlighted by reversing the black-on-white 
text to white-on-black. 


m@ Select the title “My Favorite Snack”. 


To select text: Position the pointer just in front of the text—“My Favorite 
Snack”, in this case. Press and hold the mouse button, drag the pointer 
across the text, and then release the mouse button. 


The text is highlighted to show that you selected it. 
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When you select text, you can select as much as you want—a word, phrase, 
sentence, paragraph, or more. Position the pointer at the beginning of the 
text, drag across the words or lines to the end of it, and then release the 
mouse button. 


Replacing a Now, you'll do something to the selection: you'll replace it by typing. 
Selection 


@ Type your name. 


When you select text and start typing, what you type replaces the text you 
selected. This is a great feature when that’s what you intend to do, but it’s 
disconcerting when it isn’t. However, like most things you do and instantly 
regret, you can undo it from the Edit menu. 


m@ Choose Undo Typing from the Edit menu. 
MacWrite undoes your typing and restores the previous selection, the title. 


A word about selecting: You can make only one selection at a time ina 
MacWrite document. That’s why if you select the insertion point, you 
unselect the previous selection. 


Next, you'll select text to change how it looks in your document. 


Changing Text You ve already used the ruler to change the format of your document—line 
Style and spacing and alignment, for example. When you changed a setting on the 
Alignment 


ruler, you changed all the text that followed it. Now, you'll use commands 
from the Style and Format menus to make changes to smaller parts of your 
document. 


@ Select the title ‘My Favorite Snack”, if it’s not already selected, and 
choose Underline from the Style menu. 


The title is now underlined and still selected, so you can keep changing it. 
(It becomes unselected only when you select something else. ) 


Inthe Style menu, Underline is checked. The check marks show you which 
commands are actively styling the text where you’re working in the 
document. 


Since you can combine font styles, choose another one. 


= Choose Bold from the Style menu. 


Style 
Bold #£B 
flahic 
“Underline 36U 

Ontiine 360 

Shadom 5s 
Superscript 3H 
Subscript 


10 Point 
“12 Point 
14 Point 


The text is underlined and bold, and you could add the rest of the font styles 
or return the selection to Plain Text. But instead, change the font size to see 
another effect you can create with this menu. 


m@ Choose 24 Point from the Style menu. 
Perhaps that’s more of an effect than you bargained for. 
m Choose Undo Size Change from the Edit menu. 


“My Favorite Snack” is underlined, bold, in 12-point font size, and still 
selected. 


= Choose Align Center from the Format menu. 


The title is centered while the rest of your document is still aligned left. 


@ File Edit Search Format Font Style 


Any time of the day or night, | love pizza 
smothered in tomato sauce, onions, olives, chilies, 
mushrooms, and bell peppers, topped with cheese 
and anchovies, then followed by something light 
for dessert--chocolate cake, perhaps. 
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If you want to change the alignment of only a few lines or paragraphs in a 
document—for instance, center a title, subtitle, or an author’s name while 
you leave the main body of text aligned left—you use the align commands. 
These commands let you override the alignment that you set on the ruler. But 
they work a little differently from other text-changing commands you’ve 
used. To change the alignment of text in a title or paragraph, you don’t have 
to select all the text—just make any selection (click an insertion point). 
Then you choose the align command. | 


= Select the insertion point anywhere in the first paragraph—in front of 
the word “love’”’, for instance. 
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m@ Choose Justify from the Format menu. 


The text of the first paragraph is justified. And by now, you expect that 
MacWrite will let you undo whatever you’ve done—and you’re right. But to 
undo an align command, you don’t use the Undo command. 


m@ Choose Use Ruler from the Format menu. 
The paragraph is once more aligned left. 


Anytime you want to undo an align command, simply select the insertion 
point anywhere in the line or paragraph in which you used the command, 
and choose the Use Ruler command. Then the line or paragraph uses the 
alignment as set on the ruler. 


You've finished the first half of this chapter. Experiment a little, and use the 
skills you’ve acquired. You know how to use the special typing features, 

how to set a format on the ruler, how to select text and change it, and how to 
select the insertion point to add or remove text anywhere in your document. 


Go ahead and practice making a selection and acting on it. Use the style 
commands in the Style menu and the align commands in the Format menu. 
Or try the Font menu. It has other fonts to choose from besides the preset 
one, Geneva. 


Closing Your 
Document 


When you've finished experimenting, you'll close this document and clear 
the desktop to begin the second part of this chapter, ‘“Editing a Memo.”’ 


m@ Choose Close from the File menu. 


A dialog box appears that lets you save the changes you’ve made since you 
last saved. 


m@ Click the Yes button (or press Enter or Return). 


The document closes and the desktop clears. Now you can open another 
document. 


Editing a Memo What follows is a hand-corrected copy of the memo that you're about to 


open on the desktop. You’re going to edit text and alter the format by 
making the indicated changes. Read the memo, note these changes, and 
then read the instructions for opening the document. When you’ re finished, 
you'll save the corrected memo as a separate document and keep the 
original for another person to practice on. 
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Getting an 
Existing 
Document 
From MacWrite 


oo Inserting Text 


e 3 Removing Text 


m@ Choose Open from the File menu. 


A dialog box appears with a list of all MacWrite documents on the Write disk. 


@ Click “Sample Memo’, if it’s not selected. 


If you don’t see it, first scroll the directory until you see it, and then select it. 


m@ Click Open. 


A copy of the memo appears. The original is still on the disk. 


In the first part of the chapter, you inserted a title anda phrase in a sentence. 
Once you’ve created a document, you can insert characters—including 
spaces, Tabs, and Returns—at the insertion point. Practice again by making 
the following correction. 


@ Press the down arrow on the scroll bar until you can see the numbered 


paragraphs 1, 2, and 3. 


@ Select the insertion point at the beginning of paragraph 2—just in front 


of ae ge 


m@ Press Return once. 


You've inserted a blank line, and the following text has moved down to 
accommodate it. 


You've been removing text (including Returns and Tabs) by backspacing 
over it. However, for text that you’ve already typed, it’s faster to select what 
you want to remove and then use one of two methods to remove the whole 
selection. One method is to use the Cut command in the Edit menu; the 
second method is to use the Backspace key. You’ll be shown the second 
method a little later. 


m@ Select the text “mental health” and the space following it in paragraph 3 


by dragging across the text. 


The selection is highlighted, ready for the next action. 


m@ Choose Cut from the Edit menu. 
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Show Clipboard 


tmiental health 


The text disappears. 


# The Clipboard When you cut text, MacWrite moves it toa “holding place” called the 
Clipboard. Because you can put the contents of the Clipboard back into your 
document, cutting is the first step in moving text. 


You can see the contents of the Clipboard by choosing Show Clipboard from 
the Edit menu. Then you can close it by choosing Hide Clipboard, the 
alternate of Show Clipboard. Or you can keep it on the desktop like any 


window. 
Moving Text in You move text by selecting and cutting it from one place (automatically 
Your Document placing it on the Clipboard) and then pasting it (from the Clipboard) into 


another place that you select. 


@ Select the sentence “Let’s wait awhile.” in paragraph 1. Be sure to 
include the two spaces before the “L’’. 


m@ Choose Cut from the Edit menu. 


MacWrite removes the selection and places it on the Clipboard. 


e Copying Text 


a Replacing Text 


= Choose Show Clipboard from the Edit menu. 
There’s the selection you just cut. 
m@ Choose Hide Clipboard from the Edit menu or click the close box. 
@ Select the insertion point at the end of the same paragraph. 
m Choose Paste from the Edit menu. 


Since MacWrite pastes only a copy of the Clipboard contents, you can paste 
the same thing again. Just make a selection (usually the insertion point), 
and choose Paste. Only another Cut or Copy will change the contents of the 
Clipboard. Switching off the Macintosh erases the Clipboard. 


Copying text works like cutting it, except the text isn’t removed from the 
document. You select what you want to copy—for instance, a hard-to-spell 
name—then choose Copy from the Edit menu (placing it on the 
Clipboard), select the insertion point, and choose Paste from the Edit 
menu. 


You can paste copied text repeatedly until you change the contents of the 
Clipboard with another Copy or Cut. 


Now you're going to replace “Technical”, the first word in paragraph 2, with 
‘Manufacturing’. Although you can use what you’ve learned to cut 
“Technical” and then insert ““Manufacturing’’, you’ve already learned a 
faster way to replace text: simply select it and type its replacement. 


@ Select the word “Technical” by double-clicking. 


To double-click: Position the pointer anywhere on the word and press and 
release the mouse button twice in quick succession. 


Double-clicking is a quick way to select a whole word. 


@ Type: 


“Technical” disappears and “Manufacturing” takes its place. Just as you can 
replace a selection by typing, you can replace it by pasting and thus move or 
copy text from one place to replace text you've selected somewhere else. 


Removing 
Selected Text 
With Backspace 


Removing 
Unwanted 
Returns 


Cutting is one way to remove selected text. Using Backspace is the second. 
Cutting saves text for later use, but removing it with Backspace does not. 


When you do this exercise, the paragraph won’t readjust as it did before. 
You'll see why in a minute. 


Here’s another selection technique. 


Select “He’s been out lately, and” in the same paragraph of the memo by 
using Shift-click. 


To select with Shift-click: Select the insertion point—in this case, in front of 
“He’s’’. Next, position the pointer where you want to end the selection—in 
this case, after the space after ‘“‘and”’. Then, while you hold down the Shift 
key, click the mouse button. 


You can use this technique for making long selections by scrolling before 
you Shift-click. See “Selecting” in Chapter 2 fora summary of all selecting 
methods. 


Now remove the selection. 


m@ Press Backspace once. 


The selected text is eliminated. Backspacing over a selection doesn’t place it 
on the Clipboard, so backspacing is a useful way to remove text and still 
keep the contents on the Clipboard to paste later. 


Of course, you can bring back the removed selection by choosing Undo 
Typing from the Edit menu before you do anything else. 


Occasionally, you'll add or remove text, and a paragraph won’t readjust. In 
the paragraph you're editing, a Return (used on purpose to show you the 
effect) is stopping MacWrite from filling in the remaining text to form a 
proper-looking paragraph. When you remove the Return, the paragraph 
readjusts. 


@ Select the insertion point at the beginning of the next line, which starts 


with “Frank”. 


@ File Edit Search Format Font Style 


Sample Memo 
Here are my comments on your proposed agenda for the Finance 
croup meeting next week. 


1. Moving Date: Discussing the moving date seems premature, since 
there are so many unknowns. Let's wait awhile 


2., Manufacturing Presentation: I’m concerned about John giving the 
chnical presentation. I really think 
rank has a better handle on the current status of manufacturing 


ran] 


developments. See what you can do 


Party: A party for Finance sounds great. Since there wont be 
much discussion, leave it off the agenda. Call Tim to help set it up 
Keep the costs down 


a 
¢ 


The rest of the agenda is fine. As always, in the interest of brevity 


keep Joe from straying off the subject. You can reach me as follows if 


you have questions 


m@ Press Backspace once. 
@ Type a space with the space bar. 
The two parts merge to form a paragraph. 


Removing a Return is easy. But it’s easier to let MacWrite wrap words in the 
first place by using Return only at the end of a paragraph. 


Editing a Memo a 


Changing the 
Memo’s Format 


Using the 
indentation 
Marker 


You've learned to use most of MacWrite’s text editing features. Earlier, you 
learned to alter the overall format of a document by changing settings ona 
ruler. Then you used commands from the Style and Format menus to 
change the style and alignment of a few lines of text. 


You can also change the format of different parts of a document by using the 
Format menu to insert a ruler and then changing the settings. Those settings 
are in effect up to the next ruler you insert. You can easily have several 
rulers in a document—one for the main body, a different one for indented 
material, another for tables, and so forth. 


Now, you ll make the format changes that are marked on the practice memo. 
As you learn how rulers behave, you'll be able to change a format quickly, 
either while typing original text or later when editing it. 


When you changed ruler settings in the first part of the chapter, you saw 
those changes affect the entire document. Now, you'll indent only the three 
numbered paragraphs. To avoid indenting the rest of the memo, you'll 
insert two rulers, one at the beginning and one at the end of the text to be 
changed. Then, you’ll change the margin settings only on the first. As you'll 
see, the changes will affect text only up to the next ruler. 


@ Select the insertion point at the beginning of paragraph 1. 
m@ Choose Insert Ruler from the Format menu. 


You get a copy of the preceding ruler, the one that’s setting the format for 
text at the insertion point. 


@ Press the down arrow on the scroll bar, and scroll to see the last 
paragraph in the memo. 


@ Select the insertion point at the beginning of the last paragraph, which 
starts with “The rest”. 


m@ Choose Insert Ruler from the Format menu. 

Again, you see a copy of the preceding ruler. 
@ Scroll back to the first ruler you inserted. 

Try to keep in view the ruler you just inserted at the bottom of the page. 
@ Drag the indentation marker to the 2-inch mark. 


@ Drag the left margin marker to the 2'4-inch mark. 


@ File Edit Search Format Font Style 
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. Moving Date: Discussing the moving date seems premature, 
since there are so many unknowns. Let's wait awhile 


2. Manufacturing Presentation: I’m concerned about John 
civing the technical presentation. I really think Frank has a 
better handle on the current status of manufacturing 

developments. See what you can do. 


3. Party: A party for Finance sounds great. Since there wont 
be much discussion, leave it off the agenda. Call Tim to help 
setitup. Keep the costs down. 
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The paragraphs are in a new format. The numbers are indented and aligned 
under the indentation marker, and the rest of the paragraph is indented 
farther and aligned under the left margin marker. By inserting a second 
ruler, you made sure that you kept the regular margins for the rest of the 
memo. 


Next, you'll insert a new numbered paragraph into the memo, using the new 
format. 


m@ Select the insertion point after the period at the end of paragraph 3. 
@ Press Return twice. 


When you press Return, the insertion point moves to a position designated 
by the indentation marker. 


m@ Type the following paragraph. Press Tab after you type “4.”. Remember, 
continue typing at the margin, and don’t press Return. 


Changing the Memo’s Format 35 


Inserting a 
Column ina 
Table 


Notice that the first line of the paragraph is aligned at the indentation marker 
and the remaining lines are aligned at the left margin marker. Pressing Tab 
moves the insertion point to the margin marker to ensure that the first word 
in the paragraph aligns with the body. 


Now, you'll do the last editing task on this memo. 


Insert some dates into the itinerary table at the bottom of the memo. 


Scroll to the itinerary at the end of the memo, keeping the ruler just 
above it in view. 


Drag a regular tab from the first tab well to the 4-inch mark on the ruler 
above the itinerary. 


The last column moves back to the left under the new tab marker. MacWrite 
puts tabular text in the first sequence of tabs it finds. So when you insert a tab 
marker between two tabs, it moves each column on the right one tab 
position to the left. Here’s how to insert a new column under the new tab 
marker and move the other column back where it was. 


@ Select the insertion point just after “New York”. 


@ Press Tab and type: 


= Hiding Rulers You've finished editing the memo. However, too many rulers can clutter 
your view of a document on the screen. 


m@ Choose Hide Rulers from the Format menu. 


The rulers are invisible, but they’ re still setting text format. Now you can see 
how your document will look when it’s printed. 


If you want to see the rulers again, choose Show Rulers from the Format 
menu. Like Show Clipboard and Hide Clipboard, Show Rulers and Hide 
Rulers alternate in the menu. 


All rulers appear again in your document when you choose Show Ruler or 
Insert Ruler from the Format menu. 


Saving and 
Printing 


You've finished ‘“‘Learning MacWrite.” Perhaps you'd like to save and then 
print this corrected version of the memo before you leave MacWrite. 
Remember, you’ll want to keep the original memo for someone else to use. 
So you'll save your corrected memo as a different document by choosing 
Save As from the File menu and giving your memo a different name. 


m@ Choose Save As from the File menu. 
@ Type your initials and the word Memo. 


Notice that the Save As box has an Eject button (and a Drive button if you 
have an external drive) so you can save a document to a different disk. 


You'll want to keep plenty of space available on the Write disk. You can’t cut 
or copy text to the Clipboard—several pages, for instance— unless the disk 
with MacWrite has enough space to hold the contents of the Clipboard. So 
it’s a good idea to store your finished documents on a separate disk. You can 
find out the details in “Saving the Current Document and the Old Version” 
in Chapter 2. Macintosh, the owner’s guide, contains other helpful hints for 
working with applications. 


For now, you'll save your corrected memo to the Write disk. 
m Click Save (or press Enter or Return). 


The Save As box disappears, and your corrected memo is saved under the 
new name, which appears in the title bar. 


Next, you'll print your memo if you have a printer. Be sure to set your printer 
up with the instructions in your printer manual and in Macintosh, the 
owner’s guide. 


= Choose Print from the File menu. 


The Print box for the ImageWriter™ or Image Writer I] appears with options 
for printing. 


If you have a LaserWriter™, refer to LaserWriter, your printer manual, for 
complete instructions about printing. 


m@ Click the check boxes to change the preset options. 


You can keep preset options if you want to. However, make sure the Paper 
Feed option is set correctly, depending on the type of paper you’re using. 


You'll find a description of all the options in ‘Printing With the 
ImageWriter” in Chapter 2. 


What Now? 


ImageWriter (Standard or Wide) 


Quality: © High @ Standard © Draft 


Page Range: @ All © From: | | To: | | 


Copies: 
Paper Feed: @ Continuous (© Cut Sheet h 


@ Click OK to confirm these options. 


Your document starts to print. 


Play around with MacWrite. Open another document by choosing New from 
the File menu. Write a letter to a friend, type a memo telling your boss what 
you’ve always wanted to say but haven’t dared, or write us at Apple telling us 
how much you like MacWrite and the Macintosh. When you’ re finished, quit 
MacWrite with the Quit command in the File menu, and eject your disk. 


When you start using MacWrite, you'll probably have questions. How do you 
copy or move a ruler? How do you get a top and bottom margin for 
documents longer than a page? Look in Chapter 2, “Using MacWrite.” The 
Contents will direct you to summaries of basic skills as well as guides for 
doing most of the tasks you'll want to do with MacWrite. 
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Using 
MacWrite 
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Introduction 

Summary of Mouse Techniques 
Scrolling 

Working With Windows 


Editing Tasks 

Selecting 

Inserting 

Removing 

Replacing 

Finding Text 

Finding and Replacing Text 

Moving or Copying Within a Document 
Moving or Copying Between MacWrite Documents 
Storing Selections in the Scrapbook 
Copying Selections From the Scrapbook 


Changing the Format 

Changing the Settings on a Ruler 

Inserting a Ruler to Change the Format While You Type 
Inserting Rulers to Change the Format of Existing Text 
Changing the Font, Style, or Size of Text 

Changing the Alignment of Small Portions of Text 
Resizing or Shifting a Picture Horizontally 

Creating a Table With Tabs 

Removing a Column From a Table 

Inserting a Column ina Table 

Creating the Header and Footer 

Changing the Initial Page Number 

Inserting a Page Break 


Working With Documents 

Starting or Quitting MacWrite 

Opening a New Document From MacWrite 
Opening an Existing Document From MacWrite 
Opening a Text-Only Document 

saving a Document 

Saving the Current Document and the Old Version 
Saving a Text-Only Document 

Printing With the ImageWriter 

Printing Multiple Documents 


introduction If you've read Chapter 1, you’re familiar with many elements of MacWrite word 
processing. This chapter presents step-by-step instructions to the tasks covered 
in Chapter 1, as well as to other MacWrite word processing procedures you'll 
want to know about. 


MacWrite word processing tasks fall into three general categories: editing, 
setting a format, and working with documents. The main sections of this 
chapter reflect those categories. To refresh your memory, it starts with a short 
review of basic Macintosh skills that you use with MacWrite. 


Summary of To Click 
Mouse Techniques 
You'll use the following Position the pointer on 
mouse techniques to do just what you want to select or 
about every task in this activate. 

hapter: 
ee Press and quickly release 
LC click to select or activate the mouse button. 

something 


[| press to cause a 
continuous action 


1 drag to select, choose from 
a menu, or move 
something 


(] double-click to select or 
activate something 
quickly 


C1 Shift-click to select or to 
extend or shorten a 
selection 


To Press 


Position the pointer on 
something. 


Without moving the mouse, 
press and hold the mouse 
button. 


To Drag 


Position the pointer on 
something. 


Press and hold down the 
mouse button, and move the 
mouse. 


Release the mouse button. 


To Double-Click 


Position the pointer on 
what you want to select or 
activate. 


Press and release the mouse 
button twice in quick 
succession. 


To Shift-Click 


Make a selection of text, the 
insertion point, a ruler, a 
picture, or a page break. 


See “Selecting” in this 
chapter. 


Position the pointer where 
you want the selection to end 
(including extending or 
shortening a completed 
selection). 


Hold down the Shift key 
and press and quickly release 
the mouse button. 


Scrolling 


Scrolling is a technique for 
moving your document up or 
down in the document 
window so you can bring any 
part of the document into 
view. 


As you scroll, the scroll box 
moves in the scroll bar to be 
equivalent to where the text is 
inthe document. The scroll 
box shows you the number of 
the page you're on. 


To Scroll Text One Line 
Up or Down 


= Click the appropriate arrow 
at the top or the bottom of the 
scroll bar. 


To Scroll Text 
Continuously Line 
by Line 


= Press the appropriate arrow 
at the top or the bottom of the 
scroll bar. 


To Scroll by the 
Windowful 


= Click in the gray area above 
or below the scroll box. 


To Go to the Beginning 
or End of Your 
Document 


a Drag the scroll box to the 
top or the bottom of the scroll 
bar. 


When you drag the scroll box 
tothe bottom of the scroll bar, 
you see the end of the last 
page. It may appear empty if 
the last page isn’t entirely 
filled. 


To Go to a Specific 
Page of a Document 


= Choose Goto Page # from 
the Search menu. A box 
appears with the page 
number preset at 1. 


a Type the number of the 
page where you want to go. 


w= Click OK (or press Enter or 
Return). 


You see the page whose 
number you typed. 


OR 


a Drag the scroll box up or 
down the scroll bar until you 
see the number of the page 
you want. 
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Scrolling 


Forme? 


If you know only the 
approximate place you want 
to goin your document, think 
of the scroll bar as 
representing the length of 
your document. Then drag 
the scroll box to the place in 
the scroll bar that’s 
equivalent to where you want 
to go. If you want to go to the 
middle of your document, 
drag the scroll box to the 
middle of the scroll bar. 


If you change the initial page 
number from 1, the page 
number in the scroll box 
reflects that change. See 
“Changing the Initial Page 
Number”’ in this chapter. 


Fa? 


4 age 
Untitled 


Goto page number? [21] | 
OK 
(0K ,) 


Working With 
Windows 


A window frames and 
displays its contents. There 
are six windows in MacWrite: 
the document window, the 
Header window, the Footer 
window, the Find window, 
the Change window, and the 
Clipboard window. There are 
also windows for desk 
accessories. 


A window always has a title 
bar and close box, and may 
have a scroll bar, ora size box. 
You can move a window, 
change its size, or close it. 


To close a window, work in it, 
or change its size, you must 
first activate the window by 
clicking anywhere inside it. 


To Move a Window 


Position the pointer 
anywhere on the title bar, 
except on the close box. 


Drag an outline of the 
window to the new location. 


The window itself moves 
when you release the mouse 
button. 


After you release the mouse 
button, the window is 
activated if it wasn’t already. 


To Change the Size 
of a Window 


Activate the window by 
clicking inside it. 


If necessary, move the 
window so that the size box in 
the bottom-right corner is 
visible. 


Drag the size box until the 
window’s outline is the size 
you want. 


Dragging horizontally 
changes the width, dragging 
vertically changes the height, 
and dragging diagonally 
changes both. 
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To Close a Window 


Activate the window. 


Choose Close from the File 
menu or click the close box. 
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Save 

Save As... 
Page Setup... 
Print... 

Quit 


Editing Tasks 


Editing with MacWrite involves selecting something in a document and acting 
on it by typing or by choosing commands. A MacWrite document is primarily 
made up of text you type, but it also has format tools like rulers, page breaks, 
and headers and footers. It can also include text and pictures from other 
applications or desk accessories. (Macintosh, your owner's guide, covers the 
Apple menu and its desk accessories.) 


This section begins with a summary of how you select the elements of a 
document and continues with instructions that tell you the various ways to edit 
a document. Some menu commands have Command-key equivalents. When 
an instruction uses a command from the Edit menu (Undo, Cut, Copy, or 
Paste ), you can hold down the Command key and type the letter designated for 
that command in the Edit menu rather than choose the command from the 
menu. (The Command key is to the right of the Option key on the keyboard.) 


You can undo any of the operations that follow with the Undo command from 
the Edit menu. Undo allows you to restore your document to the state it was in 
immediately before the last operation. You can undo typing and most mouse 
operations, such as choosing a command from the menu (or using the 
Command key) and changing the settings on a ruler. When you cannot undo 
an operation, Undo is dimmed in the menu. 


Selecting 


Selecting means using the mouse to make something the 
“active” place inthe document, the place that receives the next 
action. MacWrite denotes a selection by highlighting it in some 
way that distinguishes it from its surroundings. For example, 
selected text and rulers appear white on a black background; the 
insertion point is marked by a blinking vertical bar; a picture 
appears with a black border. 


Inthis manual, textrefers to what you put into the document with 
character keys. Character keys include the usual letter, number, 
symbol, and punctuation keys, as well as the Tab key, the Return 
key, and the space bar. 


The following is a summary of techniques to: 

1 select the insertion point 

CJ select a word 

CI select text 

J select large areas of text or the whole document 
LJ extend or shorten a selection 

CJ select a ruler 

LJ] select a picture 


(| select a page break 


(] select any combination of text, ruler, picture, and page break 


To Select the Insertion 
Point 


= Click where you want to 
insert, remove, Or paste 
something. 


To Select a Word 


» Double-click the word. 


You can extend this selection 
word for word by using Shift- 
click. 


To Select Text 


Drag along a line of text in 
either direction. 


OR 


= Drag across lines of text in 
any direction. 


If you drag beyond the 
bottom or top edge of the 
document window, the 
document scrolls as you 
continue to select text. 
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Tollowed by something 


To Select Large Areas 
of Text Quickly 


= Select an insertion point at 
one end of the text you want 
to select. 


= Position the pointer at the 
other end of the text you want 
to select, using the scroll bar 
to move there if necessary. 


= Holding down the Shift key, 
click or drag to complete the 
selection. 


To Extend or Shorten a 
Completed Selection 


= Position the pointer where 
you want the extended or 
shortened selection to end. 


= Holding down the Shift key, 
click or drag to complete the 
selection. 
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To Select a Ruler 


= Click anywhere on the inch 
scale of the ruler. 


To select text anda ruler, 
drag from the inch scale of 
the ruler across the text. 
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To Select a Picture 


= Click anywhere on the 
picture. 


A black rectangular border 
appears around the picture, 
unless it’s selected (by 
dragging) with other text, 
rulers, pictures, or page 
breaks, in which case it 
appears white on a black 
background with no border 
around it. 


To Select a Page Break 


» Click anywhere in the 
empty space created when 


you inserted the page break. 


The area is highlighted. 


To Select Any 
Combination of Text, 
Ruler, Picture, and 
Page Break 


Drag across the material 
past the bottom (or top) of 
the ruler, picture, or page 
break. 


Inserting 


You can insert text anywhere 
you have typed. Usually you 
insert it at the insertion point. 
However, you can replace 
any text selection with an 
insertion. See “Replacing” in 
this chapter. 


You can also insert rulers and 
page breaks. See ‘‘Inserting a 
Ruler to Change the Format 
While You Type,” “‘Inserting 
Rulers to Change the Format 
of Existing Text,” and 
“Inserting a Page Break”’ in 
this chapter. 


To Insert Text 


a Select the insertion point. 
= Type the new text. 


Any text following the 
insertion point moves to 
accommodate the new text. 


The insertion point for a new 
document is at the top left 
corner of the document. 


Inserting 


To Insert Blank Lines 


a Select the insertion point 
where you want a blank line. 


a Press Return once if the 
insertion point is at the 
beginning or end of a 
paragraph. If it’s elsewhere in 
the paragraph, press Return 
twice (once to end the 
previous paragraph, and 
again to insert a blank line). 


Removing 


You can remove anything in 
the document that you can 


select (except the first ruler). 


To Remove With Cut 
From the Edit Menu 


Select what’s to be 
removed. 
See “Selecting” in this 
chapter. 


Choose Cut from the Edit 
menu. 


To Remove With the 
Backspace Key 


Select the insertion point 
and press the Backspace key 
to remove characters one at a 
time. 


OR 


Select what’s to be removed 
and press the Backspace key 
once. 


To Remove a Return 
Character 


Select the insertion point at 
the beginning of the line 
below the one ending with 
the Return character. 


Press Backspace once. 


Replacing 1. Select what’s to be 2. Replace the selection 
replaced. by doing any of the 
following: 


Anything that can be selected in the document (except the first See “Selecting” in this a Type new text. 
ruler) can be replaced. Usually, you ll replace a selection by | chapter. a eT 
typing (including backspacing), but you can also replace it with 


a copy of the contents of the Clipboard or with an inserted ruler Clipboard by choosing Paste 
from the Edit menu. 
or page break. 


a Insert a ruler by choosing 
Insert Ruler from the Format 
menu. 


a Insert a page break by 
choosing Insert Page Break 
from the Format menu. 


You can replace the selection 
with nothing (simply 
removing it) by pressing the 
Backspace key once. 
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Finding Text 1. Select the insertion 
point where you want 


the search to start. 


You can use the Find and Find Next commands in the Search 
menu to locate and select any series of characters—usually a 
word, phrase, or number. You can also go to a place in your 
document where you'd like to work by using the Find command 
to search for a word or phrase that you think might be at or near 
that place. 


When MacWrite searches for the specified characters, it ignores 
capitalization, fonts, font sizes, and styles—and ignores any text 
in a header or footer. You have the option of choosing to search 
for words or numbers, or parts of words or numbers—for 
example, to find all words containing “ing.” You can designate 
any series of characters up to 45 for MacWrite to locate, except 
Return and Tab. 


The search starts at the current selection, usually the insertion 
point, goes to the end of the document, wraps back to the 
beginning, and ends where it began. The document scrolls 
automatically to each occurrence of the specified characters. 


2. Choose Find from the 
Search menu. 


The Find window appears on 
the desktop. 


3. After Find What, type 
the characters you want 
to find. Click Partial 
Word to find characters 
as whole words and 
within words. 


You can enter up to 45 
characters, either by typing or 
by moving or copying text 
from the document or a desk 
accessory. You can move or 
copy text between most 
windows and the Find 
window. Activate whichever 
window you want to work in 
by clicking anywhere in it. 
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4. Click Find Next (or 
press Enter or Return). 


The first occurrence of the 
text that’s found is selected. 
Activate the document 
window if you want to edit 
the found text. 


If at any point MacWrite can’t 
find the specified characters, 
a message appears. Click OK 
(or press Enter or Return), 
and you return to the window 
in which you started your 
search. 
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5. To find more 
occurrences of the 
specified text, close the 
Find window and 
choose Find Next from 
the Search menu. 


» Close the Find window by 
activating it, if necessary, and 
then clicking its close box or 
choosing Close from the File 
menu. 


= Choose Find Next from the 
Search menu or use the 
Command-key equivalent by 
holding down the Command 
key and pressing the F key. 


= Edit the found text, if you 
wish. 


= Continue this procedure as 
long as you want to find more 
occurrences or until a 
message says the specified 
text is no longer found. 
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Closing the Find window and 
using the Find Next 
command in the Search 
menu to find more 
occurrences of the specified 
text is the fastest way to find 
and edit text. However, you 
can also keep clicking the 
Find Next button in the Find 
window and then activate the 
document window when you 
want to edit the found text. To 
return to the Find window, 
activate it by clicking it or 
choosing Find from the 
Search menu. 


Finding and Replacing Text 


You can replace any series of characters—usually a word, 
phrase, or number—with any other series by choosing the 
Change command in the Search menu to find what you want and 
then replace it with something else. 


When MacWrite searches for the specified characters, it ignores 
capitalization, fonts, font sizes, and styles—and ignores any text 
in a header or footer. You have the option of choosing to search 
for words or numbers, or parts of words or numbers—for 
example, to find all words containing “ing.” You can designate 
any series of characters up to 45 for MacWrite to locate, except 
Return and Tab. 


If you change all occurrences of the specified text, the search 
starts at the beginning of the document and ends with the last 
change highlighted. For the other search options, the search 
starts at the selection (usually the insertion point), goes to the 
end of the document, wraps to the beginning, and ends where it 
began, with the last found text or changed text highlighted. 


1. Select the insertion 
point where you want 
the search to start. 


2. Choose Change from 
the Search menu. 


3. After Find What, type 
the characters you want 
to replace. Click Partial 
Word to find characters 
as whole words and 
within words. 


You can enter up to 45 
characters, either by typing or 
by moving or copying text 
from the document or a desk 
accessory. You can move or 
copy text between most 
windows and the Change 
window. Activate whichever 
window you want to work in 
by clicking anywhere in it. 


To see all of the text in the 
document window, move and 
resize the window below the 
Change window. 


4. Press Tab to move to 
the next rectangle and 
type the new text after 
Change To. 


The Tab key moves you back 
and forth between the two 
text rectangles. If you don’t 
type anything after Change 
To, MacWrite replaces the 
designated text with nothing; 
use this to eliminate 
unwanted text. 


5. Click one of the 
following: 


= Find Next to find the next 
occurrence of the text (or 
press Enter or Return). You 
can edit the text that 
MacWrite finds or click one of 
the change buttons. (If you 
edit the text, see “Finding 
Text”’ for instructions on 
working in both windows.) 


= Change, Then Find to 
change this occurrence and 
then find the next one (used 
after Find Next). 


= Change to change one 
occurrence only (used after 
Find Next). 


a Change All to change all 
occurrences of the text in the 
document. A message warns 
that you cannot undo this 
command and requires 
confirmation by clicking OK 
(or pressing Enter or Return). 


You can undo the effects of 
any of the above, except 
clicking Change All, by 
immediately choosing Undo 
from the Edit menu. 


6. Close the Change 
window. 


= Activate it and click its close 
box. 


OR 


= Activate itand choose Close 
from the File menu. 


The Change window is 
closed and removed from the 
desktop. 


You can also work with the 
Change window on the 
desktop like any other 
window. See “Working With 
Windows’ in this chapter. 


If at any point MacWrite 
cannot find the specified 
text, amessage appears. Click 
OK (or press Enter or Return) 
to reactivate the Change 
window. 
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Moving or Copying Within a Document 1. Select what’s to be 2. Choose Cut or Copy 


moved or copied. from the Edit menu. 
You can move or copy almost anything in a document that can be See “Selecting” in this MacWrite places the selection 
selected: text, a ruler (except the first one), a picture, a page chapter. (ora copy of it) on the 


Clipboard, where it remains 
until the next Cut or Copy. 


break, or any combination of these. 
Text that you move or copy 


You can move or copy text among the document window, the will have the same format as 
Header and Footer windows, the Find and Change windows, and the text where you paste it but 
many of the desk accessories. You can move or copy pictures retains its font, style, and size. 


among the document window, the Header and Footer windows, 
and some desk accessories. You can move or copy rulers among 
the document window and the Header and Footer windows. 


If you want to keep the old 
format in the new location, 
insert a ruler and select it 
along with the text you're 
moving or copying. 


3. Select the insertion 
point where you want to 
put the contents of the 
Clipboard. 


Or, you can select anything 
(except the first ruler) to be 
replaced. 


You can do anything with 
MacWrite between the Cut 
and Paste as long as you don’t 
cut or copy something else. 


4. Choose Paste from 
the Edit menu. 


A copy of the contents of the 
Clipboard appears at the 
insertion point (or replaces 
any other selection, except 
the first ruler) and the 
insertion point moves to the 
end of the newly inserted 
material. You can make 
another selection and paste 
again. 


If nothing (or only part of the 
text) appears, check that the 
window where you're pasting 
can accept the text. For 
instance, the Find window 
can’t accept text with a Tab or 
Return character. See 
“Finding Text,” “Finding 
and Replacing Text,” and 
“Creating the Header and 
Footer”’ in this chapter. 


Moving or Copying 
Between MacWrite 
Documents 


When you want to move or 
copy a selection from one 
document to another in 
MacWrite, you'll cut or copy it 
to the Clipboard, close the 
current document, open the 
other document, and paste 
the contents of the Clipboard 
where you want the material 
to go. 


1. Select what you want 
to move or copy. 


See “Selecting” in this 
chapter. 


2. Choose Cut (or 
Copy) from the Edit 
menu. 


MacWrite places the selection 
(or a copy of it) on the 
Clipboard, where it remains 
until the next Cut or Copy. 
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3. Close the current 
document, and open 
the document you want 
with the appropriate 
command from the File 
menu. 


See “Opening a New 
Document From MacWrite”’ 


or “Opening an Existing 
Document From MacWrite”’ 
in this chapter for 
instructions. 


4. Select the insertion 
point where you want to 
put the contents of the 
Clipboard. 


Or, you can select anything 
(except the first ruler) to be 
replaced. 


5. Choose Paste from 
the Edit menu. 


A copy of the contents of the 
Clipboard appears at the 
insertion point (or replaces 
any other selection, except 
the first ruler), and the 
insertion point moves to the 
end of the newly inserted 
material. You can make 
another selection and paste 
again. 


A word of warning: The newly 
expanded document can’t be 
larger than MacWrite allows. 
A message will warn you if 
what you’re about to do will 
exceed the acceptable length. 


Spe on, ae ke 


heats 


mits TC eh shea ya 


rug, Henge cf Porgiy toe eqraad 


wight ta, Tie yaa er 


eer mi, We 
x gp Wea " 
at 
ei bu y 
ue Bal 


3. Choose Scrapbook 
from the Apple menu. 


If the Scrapbook desk 
accessory is already on the 
desktop, activate it by 
clicking in it. 


4. Choose Paste from 
the Edit menu. 


The selection is pasted in 
front of the current selection 
you see in the Scrapbook. If 
you just opened the 
Scrapbook, the selection is 
pasted at the beginning. 


The text at the bottom left of 
the Scrapbook tells you the 
position this selection has in 
the Scrapbook. The text at the 
bottom right reminds you the 
pasted selection is from 
MacWrite. 


5. Repeat for all the 
selections you want in 
the Scrapbook. 


Reactivate the document 
window to make another 
selection. 


It may be helpful to move the 


Scrapbook window to a 
corner of the desktop, so you 
Can reactivate it more easily. 


When you're finished saving 
things in the Scrapbook, 
close it by clicking its close 
box or choosing Close from 
the File menu. 


Storing Selections in the Scrapbook 


Copying Selections From the Scrapbook 


You can copy anything that you've saved in the Scrapbook. You 
can put pictures and text into the Scrapbook from MacWrite (or 
any application), and paste them into a MacWrite document. See 
“Storing Selections in the Scrapbook” in this chapter. 


This is a good way to keep a collection of paragraphs, 
illustrations, symbols, or titles that you’ll use in many 
documents. It’s also a good way to carry a number of these from 
one document to another. While the Clipboard holds only one 
item at atime, the Scrapbook can hold many. 


The Scrapbook can store a large number of pictures and passages 
of text. Text, however, loses its font, font style, and font size 
when you put it into the Scrapbook. Text in the Scrapbook is 
always Geneva, Plain Text, 12 point. 


Passages of text that include a ruler or combinations of text, 
pictures, and page breaks appear as text only in the Scrapbook 
until you paste them back into a MacWrite document. 


1. Choose Scrapbook 
from the Apple menu. 


If the Scrapbook desk 
accessory is already on the 
desktop, just activate it by 
clicking in it. 


2. Use the scroll bar to 
find the selection you 
want. 


The Scrapbook shows you 
one selection at a time. Click 
the scroll arrows to go from 
one selection to the next. 


3. Choose Copy from 
the Edit menu. 


The Scrapbook places the 
selection on the Clipboard, 
where it remains until the 
next time you cut or copy. 


4. Activate your 
document window and 
select the insertion 
point. 


Or, you can select anything 
(except the first ruler) to be 
replaced. 


5. Choose Paste from 
the Edit menu. 


A copy of the contents of the 
Clipboard appears at the 
insertion point (or replaces 
any other selection, except 
the first ruler) and the 
insertion point moves to the 
end of the newly inserted 
material. You can make 
another selection and paste 
again. 


6. Repeat for all the 
frequently used text or 
pictures you want to 
use. 


Reactivate the Scrapbook 
window to make another 
selection. 


It may be helpful to move the 
Scrapbook window toa 
comer of the desktop, so you 
can reactivate it more easily. 


When you've finished 
copying things from the 
Scrapbook, close it by 
clicking its close box or 
choosing Close from the File 
menu. 
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Changing 
the Format 


You use rulers to set the overall format for the following text up to the next ruler 
or, if there isn’t one, to the end of the document. The first ruler at the top of a 
new document has a preset format, which you can change. Since the first ruler 
is easy to locate and can’t be removed or replaced, you may want to use this 
ruler to set upa standard format for your document, and then insert more rulers 
elsewhere to vary the basic format—to create a table, for instance. 


You make other format changes within text by choosing commands from the 
Format, Font, and Style menus. You can change the alignment of text by 
paragraph. You can choose a new font and any combination of font styles and 
sizes for selected text. Some of the commands in the Format and Style menus 
have keyboard equivalents so you can hold down the Command key and type 
the letter designated for that command in the menu rather than choose the 
command from the menu. 


You set the top and bottom margins for an entire document by creating headers 
and footers in a separate window and displaying them in your document. You 
can also end a page by inserting a page break. 


The Undo command in the Edit menu can undo most ruler changes or the 
effects of commands. When you can’t choose the Undo command, usually you 
can undo what you’ve done by choosing a different command. 


Changing the 
Settings on a Ruler 


When you change the 
margin, tab, line spacing, or 
text alignment settings on a 
ruler, you change those 
settings for new or existing 
text between that ruler and 
the next. If there is no 
following ruler, the new 
format remains in effect to 
the end of the document. 


If necessary, you inserta ruler 
where you want to make 
format changes. See 
“Inserting a Ruler to Change 
the Format While You Type” 
or “Inserting Rulers to 
Change the Format of 
Existing Text” in this chapter. 


To Change a Margin 


a Drag the left or right margin 
marker to the desired 
position. 


ma 


To Change the 
Indentation 


w Move the indentation 
marker onto the left margin 
marker (no indentation). 


OR 


= Move the indentation 
marker to the right of the left 
margin marker (regular 
indentation). 


OR 


= Move the indentation 
marker to the left of the left 
margin marker (hanging 
indentation). 


To Set or Clear a 
Regular or Decimal Tab 


= To move a tab, drag it along 
the inch scale of the ruler. 


« Toaddatab, drag it from the 
appropriate tab well to the 
inch scale of the ruler. 


= To clear a tab, drag it down 
from the inch scale until it 
becomes bold. 


Whenever a tab appears bold, 
it’s in an invalid position and 
will be removed from the 
ruler if you release the mouse 
button. 
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To Set or Remove 
Standard Typewriter 
Line Spacing 


a To set standard typewriter 
line spacing, click the 6 
lines/inch option to check it. 


OR 


= To remove standard 
typewriter line spacing, click 
the 6 lines/inch option to 
uncheck it. 


When you set this option, the 
typed text (including blank 
lines) adjusts to 6 lines per 
inch. The number of typed 
lines depends on which line- 
spacing box is set (6 lines 
with single-spacing, 4 lines 
with 1%-spacing, and 3 lines 
with double-spacing). 


With large font sizes, text may 


appear chopped off. See 
“Changing the Font, Style, or 
Size of Text”’ in this chapter. 
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To Change Line 
Spacing 


a Click the appropriate line- 


spacing box. 


‘Format Font Style 


Untitled 


To Change Text 
Alignment 


a Click the appropriate 
alignment box. 


See “Changing the 
Alignment of Small Portions 
of Text” in this chapter for 
instructions on aligning 
some text independent of the 
ruler setting. 


Changing the Settings on a Ruler 


Justify box 
Align-right box 
Align-center box 
Align-left box 
Double-space box 
1%-space box 
Single-space box 


Standard-spacing option 


Inserting a Ruler to Change the Format 
While You Type 


To change the overall format while you're typing text, insert a 


ruler, change any of the settings you want, and continue typing. 


This ruler will alter the format of text following it up to the next 
ruler (if there is one) or the end of the document. 


1. Select the insertion 
point where you want a 
new format to begin. 


Or, you can select anything 
(except the first ruler) to be 
replaced. 


2. Choose Insert Ruler 
from the Format menu. 


A copy of the preceding ruler 
is inserted at the insertion 
point (or replaces any other 
selection, except the first 
ruler). The insertion point 
and anything following it 
moves below the ruler. If you 
inserted the ruler at the end of 
the document, no insertion 
point appears below it until 
you begin to type. 


3. Change any of the 4. Type the new text. 


settings on the ruler 
you inserted. 


If you want to reinstate the 
previous format, copy the 
preceding ruler. For 

= change margins ot instructions, see “Moving or 
indentation jopying Wain . 

ee Document” in this chapter. 


See “Changing the Settings 
ona Ruler” in this chapter for 
instructions on how to: 


= set or clear tabs 
= change line spacing 
= change text alignment . 


Those settings remain in 
effect while you’re typing - 
until you insert a new ruler. j 
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dessert--chocolfte cake, perhaps. 
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Inserting Rulers to Change the Format of 
Existing Text 


To change the format of some text while preserving the format of 
the text that follows it, insert two rulers, one at the top and 
another one at the bottom of the text to be changed. Then change 
the settings on the first inserted ruler only. 


1. Select the insertion 
point where you want a 
new format to begin. 


Or, you can select anything 
(except the first ruler) to be 
replaced. 


2. Choose Insert Ruler 
from the Format menu. 


A copy of the preceding ruler 
is inserted at the insertion 
point (or replaces any other 
selection, except the first 
ruler). The insertion point 
and anything following it 
moves below the ruler. 


3. Select the insertion 
point at the end of the 
last line of text to be 
changed. 
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4. Choose Insert Ruler 
from the Format menu. 


5. Change any of the 
settings on the first 
ruler you inserted. 


Refer to “Changing the 
Settings on a Ruler’ in this 
chapter for instructions on 
how to: 


a change margins or 
indentation 


m set or clear tabs 
a change line spacing 
a change text alignment 


This ruler sets the format of 
all text down tothe next ruler, 
which reinstates the previous 
format. 
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Changing the Font, Style, or Size of Text 


The Font menu gives you a choice of several fonts (typefaces). 
The Style menu includes a choice of several styles and sizes that 
vary the appearance of the font. Two of the style commands vary 
the vertical placement of text. Superscript raises characters, and 
Subscript lowers them. You can use these commands from the 
Style menu singly or in combination—for instance, a word in the 
Geneva font can be bold, superscript, and 9-point. 


Unless you use the Font or Style menu to make changes before 
typing, the text added at the insertion point is in the same text 
format as the preceding character. In MacWrite, a character is 
anything typed with the character keys, including Return, Tab, 
and the space bar. So a space may be in a different style from the 
letter before it. 


When you begin a new document, the font, font style, and font 
size are preset to Geneva, Plain Text, and 12 Point. When you 
select text, then the font, style(s), and size will be checked if they 
are common to every character of the selection. If the selected 
text includes more than one font or size, or superscripts or 
subscripts within regular text, these commands are not checked 
in the Font or Style menu. 


To learn about adding or removing fonts, read about the Font 
Mover in Macintosh, the owner's guide. For a more thorough 
explanation of font styles and how they work, see “Style Menu” 
in Chapter 3 of this manual. 


To Change the Font 


Select the text you wantin a 
new font, or select the 
insertion point where you 
want to type text ina new 
font. 


See “Selecting” in this 
chapter. 


Choose a font from the Font 
menu. 


A check appears in the Font 
menu to the left of the font 
you've chosen. If you’ve 
selected text, it changes and 
remains selected. 


To Change the Font 
Style or Size 


Select the text you want ina 
new font style or size, or 
select the insertion point 
where you want to type text in 
a new font style or size. 


See “Selecting” in this 
chapter. 


Choose a font style or size, 
one at atime, from the Style 
menu. 


A check appears to the left of 
the font style or size you’ve 
chosen. If you selected text, it 
changes and remains 
selected. 


The fastest way to change font 
styles while you’re typing is 
from the keyboard. Use the 
Command-key equivalents 
that are tothe right of the style 
name inthe Style menu. Hold 
down the Command key and 
type the indicated letter to 
add or remove a style as you 


type. 


To Create a Superscript 
or Subscript 


« Select the text you want as a 
superscript or subscript, or 
select the insertion point 
where you want to type a 
superscript or subscript: 


See “Selecting” in this 
chapter. 


a Choose Superscript or 
Subscript from the Style 
menu. 


A check appears next to the 
one you've chosen. If you 
selected text, it changes and 
remains selected. 


The fastest way to create 
superscripts and subscripts 
while you're typing is from 
the keyboard. Use the 
Command-key equivalents 
that are to the right of the 
command in the Style menu. 
Hold down the Command 
key and type the indicated 
letter. The next character you 
type will be a superscript or 
subscript. 


Use Superscript and 
Subscript with a smaller font 
size than that of your regular 
text—for instance, a 9-point 
superscript number in 12- 
point text. Otherwise, 
MacWrite may have to 
increase the space between 
lines to accommodate the 
superscript and subscript 
text. 


Changing the Font, Style, 


To Return to the Preset 
Font, Style, and Size 


w Select the text you want 
returned to normal, or select 
the insertion point where text 
is to be typed in the normal 
style. 


= Choose, one at atime, both 
Plain Text and 12 Point from 
the Style menu. Then choose 
Geneva from the Font menu. 


All styles are removed from 
the selection. 


To Remove a Text Style 


a Select the text to be 
changed, or select the 
insertion point where text is 
to be typed in a new style. 


= Choose the checked style 
you want to remove 
(including Superscript or 
Subscript). The check is 
removed from the style, and 
the style is removed from the 
selection. 


You may use the same 
keyboard commands to 
choose or remove a style— 
for example, holding 
Command and the letter B 
removes Bold from a 
selection, just as it adds it. 
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When a selection has more 
than one style, you can 
remove a style by choosing 
the menu command (or the 
equivalent keyboard 
command). The other styles 
remain, and the specified 
style is removed. 


If you try to remove a style 
and a message warns you that 
the Macintosh memory is 
almost full and you can’t 
remove (undo) it, click OK 
(or press Enter or Return) to 
confirm the message. Then 
choose Plain Text to remove 
all styles, and add other styles, 
if you wish 


Be eseee ——————— OOOO 


Changing the 
Alignment of 
Small Portions 
of Text 


You can change the 
alignment of text in one or 
more paragraphs at a time 
with the align commands in 
the Format menu. The new 
alignment of a paragraph 
overrides the alignment 
setting on the preceding ruler 
until you remove the effects 
of the align command. 


With MacWrite, the text 
followed by a Return is 
considered a paragraph. So 
one line—for instance, a title 
followed by Return—can be 
a paragraph whose alignment 
can be changed with an align 
command. See “A MacWrite 
Document” in Chapter 3 for 
all the different ways that a 
MacWrite paragraph is 
defined. 


1. Select the insertion 
point in the paragraph 
you want to change, or 
select several 
paragraphs. 


See “Selecting” in this 
chapter. 


2. Choose one of the 
following: 


Align Left to line up the 
paragraph(s) at the left 


margin 


Align Center to center the 
paragraph(s) between the 
margins 


Align Right to line up the 
paragraph(s) at the right 
margin 


Justify to space the text in 
the paragraph(s) evenly 
across each line and align it at 
both margins (except where 
a line ends with Return) 


y 


To Return to the 
Alignment Setting on 
the Ruler 


Select the insertion point in 
the paragraph (or select 
several paragraphs) you want 
to return to the alignment 
setting on the preceding 
ruler. 


Choose Use Ruler from the 
Format menu. 


The alignment of the 
paragraph(s) readjusts 
according to the setting on 
the preceding ruler. 


Mu Favorite Snack 


My Favorite Snack 


Resizing or 
Shifting a Picture 
Horizontally 


After moving a picture to a 
MacWrite document, you can 
resize it or shift it 
horizontally. The scale of the 
picture changes when you 
change its size. 


1. Select the picture by 


clicking anywhere on it. 


A black border appears 
around the picture. Three 
black boxes are on the 
bottom edge of the border. 


2. Drag any of the three 
black boxes to resize 
the picture. 


The middle box moves the 
bottom border vertically to 
lengthen or shorten the 
picture. 


The left and right boxes 
move the bottom and the 
corresponding edge to 
change the width and/or the 
length of the picture. 


3. Drag the border by its 
left or right edge to 
move the picture 
horizontally. 


Creating a Table 
With Tabs 


You create tables using the 
tab markers and the Tab key. 
With MacWrite, you can add 
or delete text at one tab 
without disturbing text at the 
next tab as long as your 
editing doesn’t affect the tab 
itself or run into the next 
column. 


1. Drag a tab marker 
along the inch scale of 
the ruler to where you 
want each column of 
the table to align. 


You can move existing tab 
markers or add more tab 
markers by dragging them 
from the tab wells. 


A decimal tab marker lines up 
text (usually a number) at the 
decimal point position. 
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2. Create each row of 
the table. 


Press the Tab key to move to 
the next column and type any 
desired text (or leave the 
column empty). 


Press Return to move to the: 


beginning of the next line, - 
and start the next row of 
the table. 


Press Tab twice to leave 7 
a blank in the table. 


? 


To Edit the Text at a Tab 


Select text and remove or 


- replace it. 


OR 


Select the insertion point 


-and add text. 


* If text inserted at the first tab 


runs into the second tab, 
MacWrite moves text at the 
second tab to the third, text at 
the third to the fourth, and so 
on until it finds a Return. The 
text at the last tab may wrap to 
the next line. 


If you remove the space 
between two columns ina 
row of the table, text at each 
of the following columns on 
that row will move one 
column to the left. 


Removing a 
Column From a 
Table 


You remove a column from a 
table by removing the text 
and the tab on each row of the 
column. 


1. Select the tabular 2. Choose Cut from the 
text and the space up to Edit menu or press 

the next column on Backspace once. 

each line of the column 

to be deleted. 


If you wish to remove the text 
. of a column and keep an 
: empty column in your table, 
; select only the text in each 
; row of the column. Then 
: backspace or choose Cut 
: from the Edit menu. 
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A word of warning: Don’t try 
to remove a column by 
removing its tab marker. 
MacWrite will redistribute 
the text to align at the 
remaining tab markers, 
moving each line of the last 
column down a line to align 
with the first tab on the next 
line. Each tab marker you 
remove results in another 
redistribution. 
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Inserting a Column 
ina Table 


You can add a column of text 
toa table by adding each item 
one row at atime. 


1. Place a new tab 
marker. 


Move the tab markers as 
necessary to make room for 
the new column. 


Dragatab marker froma tab 
well to where you want a new 
column. 


The column to the right of the 
new marker moves left to 
align under the new marker. 
Each succeeding column 
moves left one tab, if it can fit. 


2. Select the insertion 
point at the end of the 
preceding column. 


If you want to insert a new 
first column, select the 
insertion point at the 
beginning of the line. 


3. Press Tab. 


The insertion point moves to 
the spot designated by the 
new tab marker, and the text 
at the new marker and at each 
of the following tabs moves 
right one tab. 
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4. Type the entry of the 


new column. 


Search Format Font 
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5. Create the rest of the 
new column. 


For each row of the new 
column: 


= Select the insertion point at 
the end of the preceding 


column, or at the beginning 
of the line if you want to 


insert a new first column 


= Press Tab and insert text for 
each row of the new column 


Style 
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Creating the 
Header and Footer 


In MacWrite, top and bottom 
margins are called headers 
and footers. You'll create 
them separately in their own 
windows and then display 
them in your document. 


Besides blank lines, you can 
put information such as 
chapter titles, pictures, 
document control numbers, 
and so forth in the header or 
footer. In addition, you can 
have the correct page 
number, date, or time 
automatically appear in the 
header or footer. (Macintosh 
starts the first page with the 
number one, unless you 
change it with the Set Page # 
command in the Format 
menu.) 


Once displayed, the header 
or footer you’ve created 
appears on every page of your 
document, unless you 
choose Title Page from the 
Format menu. With the Title 
Page command checked, the 
content of the header or 
footer (and its information, 
including the page number) 
won't appear on the first page 
of the document. 


Add text and blank lines 
at the insertion point 


Change the preset format 
of the ruler if you wish 


1. Choose Open Header 
or Open Footer from 
the Format menu. 


The Header or Footer 
window appears and a preset 
top or bottom margin of one 
line is displayed in your 
document. These commands 
will also activate an already 
open Header or Footer 
window, bringing it to the 
front on the desktop. 


The Display Headers or 
Display Footers command in 
the same menu is 
automatically chosen for the 
window you've opened, and 
the alternate command, 
Remove Headers or Remove 
Footers, is showing. With the 
Display commands chosen, 
what you put in the Header or 
Footer window is displayed 
in the document when you 
activate the document 
window. 
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2. Set the top or bottom 
margin height by 
pressing Return up to 
six times to enter blank 
lines. 


Use the line-spacing boxes 
on the ruler to increase line 
spacing and thus further 
increase margin height. 
Using Tab to go to the next 
line also allows you to 
increase the margin height. 


The maximum margin 
height is approximately a 
third of a page. 
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3. Type text or move (or 
copy) text or pictures 
from your document or 
another application. 


Select the insertion point. 


Type text, changing font, 
font style, or font size if you 
wish. 


OR 


Paste a picture from the 
current document, a different 
document, or from another 
application. 


See ‘Moving or Copying 
Within a Document” and 
“Moving or Copying 
Between MacWrite 
Documents” in this chapter. 
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4. Drag the page 
number, clock, or date 
icons to anywhere on a 
line. 


The font, font style, and font 
size of the time, date, or page 
number will be the same as 
the first character (including 
Return or Tab) in the header 
or footer. 


To change the font, font style, 
or font size when the first 
character is a Return or Tab, 
select the insertion point at 
the top left corner of the 
header or footer and make 
changes using the Font and 
Style menus, then type a 
space. 


 @ File Edit Search 


Format 


5. Click in the 
document window to 
see the newly created 
or edited header or 
footer. 


Your document appears with 
the header and footer on each 
page, both on the screen and 
ina printed copy. The Header 
or Footer window remains 
open on the desktop behind 
the active window, unless 
you close it. 


Closing the Header or Footer 
window also displays the 
header or footer in the 
document if Display Headers 
or Display Footers is chosen. 
You can close the window by 
clicking its close box or 
choosing Close from the File 
menu. 


If the header or footer is too 
long, a message appears 
when you click in the 
document to activate it. Click 
OK, remove some lines, then 
click in the document again. 


To Change Anything in 
the Header or Footer 
Displayed in Your 
Document 


= Choose Open Header or 
Open Footer from the Format 
menu (this also activates a 
currently open window). 


= Make any changes you want 
using MacWrite editing 
features, or reposition the 
icons by dragging. 


a Click in the document 
window, or close the Header 
or Footer window, to display 
the changes. 


Font Style 
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Creating the Header and Footer 


Warning beeps sound, and 
finally a message appears if 
you try to change the header 
or footer in the document. 


Note: If you choose Alarm 
Clock from the Apple menu 
and change the date, you must 
confirm the change by closing 
the Alarm Clock window. If 
the date is displayed in the 
document and doesn't 
change right away, don’t 
worry. MacWrite changes it 
when you save or print. 


Drag the clock icon 
to position the current time 


Drag the date icon 
to position the current date 


Drag the page number icon 
to position the page number 


Changing the 
Initial Page 
Number 


The page number icon in the 
Header or Footer window 
must be placed in the header 
or footer for MacWrite to 
number the pages of your 
document automatically. See 
“Creating the Header and 
Footer” in this chapter for 
instructions. 


If the header or footer has the 
page number icon set, the 
first page will be numbered 
1, unless you set the initial 
page number to something 
else using the Set Page # 
command in the Format 
menu. 


1. Choose Set Page # 
from the Format menu. 


A box appears with the page 
number preset at 1. 


New page number? 


2. Type the number for 
the first page of the 
document if other 
than 1. 


When Title Page is checked, 
the content (except the 
margin height) of both the 
header and footer is removed 
from display on the first page 
of a document, although 
MacWrite still begins 
numbering from the first 
page. If you have checked the 
Title Page command and 
don’t want the title page to be 
counted, be sure to enter the 
initial page number (include 
the number 0) as one less 
than the number of the 
second page of the 
document. 


3. Click OK or press 
Enter or Return. 


The numbers appear in your 
document in the header or 
footer at the position of the 
page number icon. 


The new number of the page 
in the document window 
appears in the scroll box. 


inserting a Page 
Break 


You can Start a new page 
while you’re typing, or 
anywhere you'd like in an 
existing document, by 
inserting a page break. The 
rest of the text on the page 
moves to the top of the next 
page and all subsequent text 
moves down accordingly. 


1. Select the insertion 
point where you want to 
end a page. 


Or you can select anything to 
be replaced (except the first 
ruler). 


2. Choose Insert Page 
Break from the Format 
menu. 


The page break is inserted at 
the insertion point (or 
replaces any other selection 
except the first ruler). The 
insertion point and anything 
that follows it moves to the 
first line of the next page. The 
header or footer is not 
affected by the page break. 


You can select it by clicking in 
the empty space created by 
inserting the page break. The 
selected page break can be 
moved, copied, removed, or 
replaced. 
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Working With You always start MacWrite from the Finder by opening a new or existing 

Documents document. Later, you may use commands in the File menu to save and print 
your work and quit MacWrite. Most file commands present dialog boxes that 
require you to provide more information and confirm (or cancel) the 
command by clicking the appropriate button. You can use the Enter key or the 
Return key to confirm a command or acknowledge a warning message. When 
there’s more than one option that confirms the command, or when the best 
choice is something other than a confirmation, the Enter or Return key acts like 
the button that’s outlined in bold. 


Most of the procedures in this section can be done from the Finder as well as 
from MacWrite, although the steps may be different. Macintosh, the owner’s 
guide, thoroughly covers how to work with documents from the Finder. 


Working With Documents 


Starting or 
Quitting MacWrite 


To begin working with 
MacWrite, you start the 
application from the Finder. 
You can start MacWrite by 
opening a new document or 
an existing document. 


If you're opening a 
document that was created 
with an earlier version of 
MacWrite, see “Open” under 
the “File Menu” in Chapter 3 
for more information. 


When you finish working 
with MacWrite, you quit the 
application and return to the 
Finder. You can quit 
MacWrite with a current 
document open or closed. 


To Start MacWrite 
From the Finder 


Insert the disk that contains 
MacWrite and open the disk 
icon, if necessary. 


Select the MacWrite 
application icon or the icon 
that represents the document 
you want to use. 


Insert the disk that contains 
the document you want, if 
necessary. 


Choose Open from the File 
menu. 


MacWrite starts, and a new 
document opens if you 
opened the MacWrite 
application icon. 


To Quit MacWrite 


Choose Quit from the File 
menu. 


If there are no unsaved 
changes to your document, 
you return to the Finder. 
Otherwise, a dialog box 
appears that lets you first save 
any changes. 

Clicking Yes (or pressing 
Enter or Return) saves the 
changes and quits MacWrite. 
Clicking No quits MacWrite 
without saving the changes. 
Clicking Cancel retracts the 
Quit command. 


Save changes before quitting? 


Cancel 


Opening a New 
Document From 
MacWrite 


You can open a new 
document without returning 
tothe Finder by using the File 
menu. 


1. Activate the 
document window 
that’s currently open, 
if necessary. 


2. Choose Close from 3. Choose New from the 
the File menu or click File menu. 

the close box. 

If there are no unsaved Anew, untitled document 


changes to your document, 
MacWrite closes your 
document window and clears 
the desktop. 


opens on the desktop. You 
name this document the first 
time you save it. 


Otherwise, a dialog box 
appears that lets you save any 
unsaved changes: 


Clicking Yes (or pressing 
Enter or Return) saves the 
changes and closes the 
document window. 


= Clicking No closes the 
document window without 
saving the changes. 


Clicking Cancel retracts the 
Close command. 


Save changes before closing? 


Opening an 
Existing 
Document From 
MacWrite 


You can open an existing 
document without returning 
to the Finder by using the 
Open command in the File 
menu. 


If the document you want to 
open is on another disk, you 
can eject the current disk if 
necessary, insert another, 
and open one of its MacWrite 
documents. 


1. Activate the 2. Choose Close from 
document window the File menu or click 
that’s currently open, the close box. 


if necessary. 


If there are no unsaved 
changes to your document, 
MacWrite closes your 
document window and clears 
the desktop. 


Otherwise, a dialog box 
appears that lets you save any 
unsaved changes: 


Clicking Yes (or pressing 
Enter or Return) saves the 
changes and closes the 
document window. 


Clicking No closes the 
document window without 
saving. 


Clicking Cancel retracts the 
Close command. 


Save changes before closing? 


Cancel 


3. Choose Open from 
the File menu. 


A dialog box appears with a 
list of all the MacWrite 
documents that are on the 
disk. 


4. Change to the disk 
containing your 
document, if 
necessary. 


a Click Eject in the dialog box 
and insert the other disk. 


OR 


a Insert a disk, if necessary, in 
the external drive and click 
Drive in the dialog box. 


The list now shows the 
MacWrite documents on the 
disk you just inserted. 


5. Click the MacWrite 
document that you 
want. 


Scroll the list, if necessary, to 
find the name you want. Or 
start typing the name of the 
document until you’ve typed 
enough characters to identify 
it. MacWrite selects it 
automatically. If you pause 
while typing, MacWrite 
considers the next typed 
character to be the start of a 
new request. 


Letter - a 
Memo / 


Orchards 


6. Click Open to open 
the document from the 
disk. 


You're actually working ona 
copy of the document that’s 
on the disk. Changes you 
make won't be made 
permanent until you save 
them back on the disk. 


Clicking the Cancel button 
retracts the Open command. 


When the document is 
opened, if you’ve ejected the 
disk with the MacWrite 
application program, a 
message will ask you to 
reinsert that disk. 


Opening an Existing Document From MacWrite 


If you're opening a 
document created with a 
version of MacWrite earlier 
than 4.5, confirm the 
message about converting 
the document. 


Once converted to work with 
version 4.5 (or later) of 
MacWrite, the document 
opens as Untitled. Name it 
when you save it toa disk with 
new MacWrite documents. 
Now only the new MacWrite 
can open it. 
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Opening a Text- 
Only Document 


You can open a text-only 
document from the Finder or 
from MacWrite if you created 
it with MacWrite. A text-only 
document created with 
another application can be 
opened from the Finder only. 


When you open a text-only 
document, you're asked if 
you want a Return (wherever 
it occurs) to signify a new 
paragraph or a line break. 
MacWrite uses this 
information to convert the 
text-only document to a 
version with the most 
suitable format for using with 
MacWrite. 


In MacWrite, a text-only 
document opens as Untitled, 
and the font, font style, and 
font size are preset to 
Geneva, Plain Text, 12 Point. 
The ruler has the preset 
settings. You then can change 
the ruler settings and other 
style formats if you wish—for 
instance, add tabs to realign 
the columns ina table. 


To Open a Text-Only 
Document Created 
With MacWrite 


Open the text-only 
document from the Finder or 
from MacWrite. 


See ‘Starting or Quitting 
MacWrite”’ or “Opening an 
Existing Document From 
MacWrite” in this chapter. 


A dialog box appears, and 
you re asked if the Returns in 
the text-only document 
should signify new 
paragraphs or line breaks. 
Click the option that matches 
how Returns were placed 
when the document was 
saved. If you don’t know, you 
may need to experiment. 
Clicking Cancel retracts the 
action. 


Confirm the message about 
converting the text-only 
document. 


Should a Carriage Return signify a new paragraph or a line 


break? 


To Open a Text-Only 
Document Created 
With Another 
Application 


From the Finder, select 
both the MacWrite 
application icon and the text- 
only document icon. 


If the icons are in different 
windows, drag them to the 
desktop so you can select 
them together by clicking and 
then Shift-clicking. 


Choose Open from the File 
menu. 


A dialog box appears, and 
you're asked if the Returns 
should signify new 
paragraphs or line breaks. 
Click the option that matches 
how Returns were placed 
when the document was 
saved. 


Confirm the message about 
converting the text-only 
document. 


(Paragraphs, ) 


Saving a 
Document 


You should save your work 
often to keep a current 
version of your document on 
the disk in case you lose 
information on the 
Macintosh. 


The Close and Quit 
commands in the File menu 
also give you the opportunity 
to save changes to a 
document that’s been 
named. 


If you want to save the current 
document without replacing 
the old version, use the Save 
As command in the File 
menu. See “Saving the 
Current Document and the 
Old Version” in this chapter. 


If you want to save a text-only 
version of the document, see 
“Saving a Text-Only 
Document” in this chapter. 


1. Choose Save from 
the File menu. 


Unless you’re saving for the 
first time, no dialog box 
appears. 


(a File Mim 


TST et 


2. Type the name of the 


document if you’re 
saving it for the first 
time, and click Save. 


You cannot use a colon as part 


of a document name. 


If you give the name of an 


existing MacWrite document, 


when you click Save a 


message asks if you want to 
replace the document with 


the one you're saving. 
Confirm or cancel the 
command. 


Save Current Document As 


=< 


@ Entire Document 


— Chie) 


© Text Only 


See “Saving a Text-Only 
Document” in this chapter 
for information about the 
Text Only check box. 


Clicking the Cancel button 
retracts the Save command. 


The Eject button and Drive 
button let you save the 
document on another disk. 
See “Saving the Current 
Document and the Old 
Version” in this chapter. 


Saving the Current 
Document and the 
Old Version 


Using the Save As command, 
you can give the document 
you're working on a different 
name and save it as a new 
document, without replacing 
the old version. The Save As 
command also allows you to 
save a copy of your document 
to another disk. 


1. Choose Save As from 
the File menu. 


A dialog box appears with the 
current name of your 
document. 


2. Change the name of 
the document or 
change to the other 
disk, or both. 


To change to another disk: 


Click Eject in the dialog box 
and insert the other disk. 


OR 


a Insert a disk, if necessary, in 
the external drive and click 
Drive in the dialog box. 


You cannot use a colon as part 
of a document name. 


3. Click Save (or press 
Enter or Return). 


When the document is saved, 
if you’ve ejected the disk with 
the MacWrite application 
program, a message will ask 
you to reinsert that disk. 


If you’ve used the name of an 
existing MacWrite document, 
a message asks if you want to 
replace the document with 
the one you're saving. 
Confirm or cancel the 
command. 


If you’ve given the document 
anew name,anew document 
is created in the Finder. The 
new document with its new 
name is now the current one 
on the desktop, and the Save 
command and the save 
option associated with Quit 
and Close will save changes 
to this document. 


This apple is beautiful and highl 


@ Entire Document 


Save Current Document As 


Cancel Drive , ) 


() Text Only 


Saving a Text-Only 
Document 


You can save a MacWrite 
document as text only— 
without ruler settings or other 
style formats. This is useful if 
you want to send a document 
to another computer (using 
MacTerminal™ for instance) 
or move it to another 
application that doesn’t use 
the same formats as 
MacWrite. 


When you save a text-only 
document, you're asked if 
you want Returns inserted 
between paragraphs or after 
each line. You select an 
option depending on how 
the document will be used. 


For example, if you send a 
text-only document to 
another computer, Returns 
after each line may let the 
other computer display the 
text with the same line breaks 
as inthe MacWrite document. 
Or Returns after each 
paragraph may allow another 
word processor to format the 
text more easily. 


1. Choose Save As from 
the File menu. 


A dialog box appears with the 
current name of your 
document. 


If you're saving for the first 
time or chose Close or Quit 
from the File menu without 
having saved, this dialog box 
also appears. 


$eaircoh 


2. Type anew 
document name or 
change to the other 
disk, or both. 


To change to another disk: 


a Click Eject in the dialog box 
and insert the other disk. 


OR 


a Insert a disk in the external 
drive, if necessary, and click 
Drive in the dialog box. 


You can’t use a colon as part 
of a document name. If you 
use the name of an existing 
MacWrite document and then 
click Save, a message will ask 
if you want to replace the 
document with the one 
you're saving. You'll confirm 
or cancel the command. 


Forma? For? syle 


Orchards 


d highly flavored, and has 


3. Click the Text Only 
option, and then click 
Save (or press Enter or 
Return). 


A dialog box asks about 
where to place Returns in the 
saved text-only document— 
after paragraphs or line 
breaks. Click the option you 
want to use. Clicking Cancel 
retracts the command and 
returns you to the document. 


MacWrite saves the text-only 
version of your document. If 
you initially chose Save or 
Save As, the text-only 
document is saved, and the 
current document continues 
to be the one you’ve been 
working on. 


If you initially chose Close or 
Quit and saved for the first 
time, MacWrite saves the text- 
only version without saving 
the entire MacWrite 
document (including 
formats). 


uality for 


Should a Carriage Return be put at the end of each line or 
only between paragraphs? 
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Saving a Text-Only Document 


Printing With the ImageWriter 1. Choose Page Setup 2. Set the page 
from the File menu. specifications by 


clicking appropriate 
check boxes. Then 
click OK (or press 


Enter or Return). 
The Apple ImageWriter and ImageWriter II are designed to be A dialog box appears with You need to set these page 
used with the Macintosh. print specification options. specifications fora document 
only once. MacWrite saves 
Before you choose Print, you may need to tell the Macintosh what Aenea edt. 


printer you re using and to which port it’s connected. Read about 
this in “Choose Printer’ under “Apple Menu” in Chapter 3, or 
refer to your printer manual. 


When you choose Page Setup or Print from the File menu, a 
message appears if the printing resource isn’t on the disk. Refer 
to Macintosh, the owner’s guide, and your printer manual for 
instructions on setting up your printer and printing. 


International standard 8% European standard 8% 
inches wide, 12 inches tall inches wide, 11% inches tall 
84 inches wide, 11 inches tall —7-3=—— + 


8 inches wide, 14 inches tall 


| 

15 inches wide, 11 inches tall __ | orientgxen ff 

Text is printed upright on the 

page, with the top line at the 

top of the page 

Prints with page breaks Text is printed sideways 

Prints at actual size CANE pape, WAND 
line down the right side 
of the page 


Used for printing correctly 
proportioned pictures 


/ Prints over page 


Prints at 50% of actual size —~ perforations 


3. Choose Print from 4. Set the print 

the File menu. specifications and 
click OK (or press 
Enter or Return) to 


confirm the command. 


The document begins to 
print. 


A dialog box appears with the 
message that printing is in 
progress. Clicking Cancel 
lets you stop printing. 
Clicking Pause discontinues 
printing until you click 
Continue or Cancel. | 


If necessary, you'll set the 
print options each time you 
print. The Quality and Paper 
Feed options are set as they 
were the last time you 
printed. 


Screen-quality printing; 
faster than High quality 


Highest quality printing Quality: 5) High 


) All 


@) Continuous 


Page Range: 
Prints all pages in the Opies: 
document, first to last | Paper Feed: 


Lets you specify how many 
copies of the document to 
print 


Fanfold or roll paper fed 
continuously into the printer 


Single sheets of paper, fed 
individually into the printer 


Printing With the ImageWriter 


| ImageWriter (Standard or INjde) 


®) Standard () Draft 
¢) Cut Sheet 


[ oK | 


[ Cancel | 


Text only, one font, one font 
size; Plain Text, Bold, and 
Underline styles only. Fastest 
speed. 


Lets you specify a range of 
pages to print. Select the 
insertion point in the boxes 
and enter numbers for the 
first and last pages. 


99 


Printing Multiple Documents 


If you've created several short documents that you want to print 
as part of a longer document, you position the page number icon 
in the header or footer and then print them sequentially. Each 
new document begins on a new page, so it’s important that each 
document stand alone as a section or chapter. 


1. Open the first 
document to be 
printed. 


From a MacWrite document: 


Choose Open from the File 
menu. 


Click the document name 
in the list. 


Click the Open button. 
From the Finder: 
Click the document icon. 


Choose Open from the File 
menu. 


2. Set the page number 
you want to assign to 
the first numbered 
page of the document. 


Choose Set Page # from the 
Format menu. 


In the dialog box, type the 
page number and click OK. 


The numbers appear in your 
document where you 
positioned the page number 
icon in the header or footer. 


If Title Page is checked in the 
Format menu, the header or 
footer is not displayed on the 
first page. 


3. Print the document. 


= Choose Print from the File 
menu. 


a Set the print specifications. 
See ‘Printing With the 
ImageWriter” in this chapter 
or your printer manual. 


To print a document or group 
of documents from the 
Finder, see “Printing” in 
Macintosh, the owner’s 
guide. 


4. Continue this 
procedure for 
subsequent 
documents. 


= Open the next document. 


a Set the page number to one 
greater than the last page 
number in the previous 
document. 


= Print the document. 


If necessary, choose Title 
Page to uncheck it in order to 
print the header or footer on 
the first page of each 
document. 


- Printing Multiple Docun 
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Chapter 3 


MacWrite 


Format Font style Reference 
Reference 


However, if you set your document’s Orientation option to sideways 
printing, the document window has the same width as you'd see for 
regular printing, but its length matches the shorter page length. To 
see more of the page width, resize the window. 


If your document window needs to be wider than the screen, see 
“Working With Documents Wider Than the Screen” in this update. 


Important The type of printer and the Paper and Orientation options in 
the Page Setup dialog box determine the size of the print area. 


Setting margins 


For a new MacWrite document, the Page Setup options are preset 
for printing on 8 1/2 by 11-inch CUS Letter) paper, across the 8 1/2- 
inch page width. The left margin is preset at 1 1/8 inches. The right 
margin is preset at 7 inches for ImageWriter® printers and at 7 5/8 
inches for LaserWriter® printers. These margins do not use the full 
print area. 


If your monitor has a full-page display, the new document window 
shows you the print area for an entire 8 1/2 by 11-inch page. This 
makes it easy for you to set narrower margins so your paragraphs will 
be as wide as possible across the page. For example, when you’re 
printing with an ImageWriter, move the left margin marker to the 1- 
inch mark on the ruler and the right margin marker to the 8 1/4-inch 
mark. 


For all documents, the narrowest left margin is 1 inch. The 
narrowest right margin varies, depending on the printer, paper 
size, and printing orientation. 


Macintosh MacWrite Version 4.6 Update 


Introduction 


This chapter isan overview and summary of the elements of the MacWrite word 
processor. It tells you about MacWrite without emphasizing procedural 
instructions. (Read Chapter 2 for step-by-step instructions on the word 
processing tasks you can do with MacWrite. ) 


The first part of this chapter presents basic concepts about a MacWrite 
document: paragraphs, elements of editing, and paragraph and page format. 
The next part describes the commands in each menu. The chapter ends with a 
brief discussion of MacWrite memory conditions, MacWrite technical 
specifications and preset options, and a glossary of special terms. 


A MacWrite 
Document 


™) Paragraphs and 
the Return Key 


A MacWrite document can consist of paragraphs of text, pictures or text from 
other applications or desk accessories, and rulers that set text format. A new 
document has a preset format that you can keep or change; its settings are listed 
at the end of this chapter. 


The length of a MacWrite document can vary, depending on the amount of 
memory inside the Macintosh, the number of paragraphs, and the space 
available on the disk where the document is stored. With a 128K Macintosh, the 
document has a limit of 500 pargraphs. With a 512K Macintosh, the document 
has a limit of 2,047 paragraphs. However, a MacWrite document cannot be 
longer than 240 pages. 


A MacWrite paragraph is defined as text between any of the following: 
C1 presses of the Return key 

C1 rulers 

C1 pictures 

“1 page breaks 

C11 the beginning or end of the document 


Note that this definition includes a lot of things not normally considered 
paragraphs (like lines ofa table). 


For a paragraph, the following is always true: 


1 The nearest preceding ruler determines the margins, paragraph indentation, 
regular and decimal tabs, line spacing, and overall text alignment of the 
paragraph. 


11 The indentation marker indicates the position of the first character or the 
position of the left edge of a picture. 


4 At the right margin, MacWrite automatically breaks the line between words 
(called word wraparound). 


1 When you edit the text or change the margins, MacWrite automatically 
readjusts the paragraph to fit between the margins. 


My APage 


a Editing 


Note that you shouldn’t use Return at the end of a line within a paragraph, 
because Return ends the paragraph as well as the line. 


The page size is specified with the Page Setup command in the File menu. In 
the document window, the end of each page is marked by a nonprinting gray 
line across the document. You can define the top or bottom margin for all pages 
inthe document with the header or footer. The header and footer appear below 
and above the gray line. You can end a page and start a new one anywhere in 
your document by inserting a page break. 


If you print the document on continuous-feed paper, printing automatically 
skips across the perforation. If you print on single sheets that you insert by 
hand, the printing stops at the end of each page so you can insert the next sheet. 


Editing involves inserting or removing at the insertion point and removing, 
moving, copying, or replacing a selection. The insertion point can be selected 
anywhere except between adjacent rulers. Any item or sequential group of 
items in a document can be selected. Anything that can be selected can be 
edited, although not all editing procedures work with every selection. For 
example, you can’t remove or replace the first ruler in the document. 


You can replace the selection by typing, pasting, inserting a ruler, or inserting a 
page break. With the Edit menu or equivalent keyboard commands, the 
selection can be removed, moved, or copied. When moving or copying, you 
can paste into another place in the document, in another window in MacWrite, 
in another document altogether, or in some desk accessories. 


The Undo command in the Edit menu restores the previous selection or ruler 
setting. 


™ Rulers 


Left margin marker 
Indentation marker 


Regular tab well 
Decimal tab well 
Standard-spacing option 
Single-space box 
1%-space box 
Double-space box 

Tab marker 


Align-left box 
Align-center box 
Align-right box 
Justify box 


Right margin marker 


Rulers in your document set the overall paragraph format: margins, paragraph 
indentation, regular and decimal tabs, line spacing, and text alignment. 


AY) C6 tines/inch = = = Se Sa = 


The Insert Ruler command in the Format menu inserts a new ruler. The ruler is 
inserted at the insertion point, or replaces any selection. The inserted ruler is a 
copy of the nearest ruler preceding it. The format set on the ruler affects text 
down to the next ruler (if there is one) or to the end of the document. 


All rulers can be copied; all rulers except the first can be removed, moved, or 
replaced. When you copy a ruler, the copy on the Clipboard retains its settings 
when later pasted. 


You can hide rulers from view ina document. They never appear in the printed 
COpy. 


Margins 

The first ruler in a new document has left and right margins that are preset to 
1% inches and 1% inches. Left and right margin markers cannot be placed 
within 2 inches of each other or within % inch ofa tab. You can view (and seta 
right margin at) the 8-inch mark by moving the window to the left and resizing 
it. A minimum left margin of 1 inchand minimum right margin of % inch don’t 
appear in the window but do appear in the printed document. For information 
about top and bottom margins, see “Headers and Footers”’ in this chapter. 


Paragraph Indentation 

The indentation marker sets the position of the first character in a paragraph. 
The left margin marker sets the left edge of the remainder of the paragraph. 
The indentation marker can be placed on the left margin marker (no 
indentation), to the right of it (regular indentation), or to the left of it (hanging 
indentation). 


Since using Return always signals the start of a new MacWrite paragraph, the 
first character after a Return appears at the position designated by the 
indentation marker. 


When a paragraph has a hanging indentation, the left margin marker acts like a 
tab marker. Pressing Tab between the indentation marker and the left margin 
marker will align what you then type with the left margin. 


The preset left margin is not indented: the left margin marker and the 
indentation marker are both set at the 1%-inch mark. 


Tabs 

A ruler has two types of tabs: regular and decimal. Text at regular tabs is left- 
aligned with the tab marker. Text at decimal tabs is right-aligned or aligned at 
the decimal point if it has one. You can set up to ten tabs on a ruler. In 
paragraphs with a hanging indentation, the left margin marker acts like a 
regular tab marker (see “Paragraph Indentation” above). 


Pressing the Tab key moves the insertion point forward to the next tab position. 
If there are no tab markers to the right of the insertion point, pressing Tab 
moves the insertion point to the first tab marker on the next line. 


The tab itself is the space between the place where you pressed Tab and the 
position of the tab marker. It’s actually a character that fills the space between 
the text and the marker position. Asa character, it can be selected, edited, and 
even given a font and any possible combination of size and styles, although it 
always appears as blank space. 


Text after the tab can be selected and edited normally. Removing tabular text 
does not remove the tab; you remove the tab by selecting the tab (the entire 
space preceding the tabular text) and removing it with Cut in the Edit menu or 
the Backspace key. 
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When you add or remove a tab marker, MacWrite redistributes tabular text 
sequentially among the remaining tab markers on the ruler. 


Tabs work best in left alignment and justification. You can center tabular text or 
align it at the right margin, but the columns will not line up under the tab. 
markers. 


The preset ruler has one regular tab at 5% inches. 


Alignment 

The first ruler ina new document is preset for left alignment so that text aligns 
at the left margin. By clicking the appropriate box ona ruler you can align text 
in a variety of other ways: 


© The align-right box aligns text at the right margin. 
4 The align-center box centers text between the margins. 
4 The justify box aligns evenly spaced text at both margins. 


MacWrite justifies all lines of a paragraph except the last one. Justification does 
not affect the alignment of text at tab markers. 


You can also change the alignment of paragraphs with the align commands in 
the Format menu. 


Line Spacing 

The first ruler ina new document is preset for single-spacing. The space 
between each line of text and the next is determined by the maximum font size 
on that line and the setting of the line spacing boxes on the ruler. 


The double-space box doubles the normal amount of space between lines; the 
142-space box results in half again as much space as single spacing. 


When the 6 lines/inch option is checked, the same number of typed lines 
(including blank lines) are spaced to the inch—just like on a standard 
typewriter. Font, font style, and font size don’t affect the placement of lines, so 
some characters may appear chopped off if they are too large. You can use this 
option with single-spacing (6 typed lines per inch), 1%-spacing (4 typed lines 
per inch), and double-spacing (3 typed lines per inch). 


Headers and The header and footer define top and bottom margins for every page of your 
Footers document. In addition to blank lines, a header or footer can contain lines of 
text, pictures, page numbers, the time, or the date. Each document can contain 
one header, or one footer, or both. 


The header or footer is created separately in the corresponding Header or 
Footer window. The commands for opening these windows and displaying 
their contents in the document are contained in the Format menu. 


Page number icon 


Date icon 


Time icon 


The Open Header or Open Footer command opens the appropriate window if 
closed, or activates the already open window, bringing it to the front on the 
desktop. Choosing either Open Header or Open Footer also chooses the 
corresponding Display Headers or Display Footers command and displays a 
preset one-line top or bottom margin in the document. 


When Display Headers or Display Footers is chosen, reactivating the document 
window or closing the Header or Footer window displays the header or footer 
in the document window and in the printed document. In the menu, these 
commands change to their alternates, Remove Headers and Remove Footers. 
Choosing Remove Headers or Remove Footers command removes the header 
or footer from display on the screen and in print. The Title Page command in 
the Format menu lets you control whether the content of the header or footer 
appears on the first page of the document. Neither appears if the command is 
checked. 


You add lines to the header or footer with Return (or Tab) to create a top or 
bottom margin height greater than one line. You add text at the insertion point. 
Any text, picture, or ruler that can be cut or copied to the Clipboard can be 
pasted in the header or footer at a selected insertion point. The clock, date, and 
page number icons can be placed anywhere on a line, even over text or inside a 
picture. The font, font style, and font size of the displayed time, date, and page 
number are the same as the first character in the header or footer, which may be 
a Return or Tab. If you choose Alarm Clock from the Apple menu and change 
the date, the date displayed in the document header or footer doesn’t change 
until you close the Alarm Clock and do something else—for instance, open 
and close the Header or Footer window. However, the correct date will be 
saved or printed. 


The maximum height of the header or footer is approximately one third of a 
page. A header or footer can contain no more than seven MacWrite paragraphs 
(defined in “A MacWrite Document” in this chapter ). Using Return with 14- 
spacing, double-spacing, or Tab allows you to increase the margin height 
without exceeding the allowable paragraphs. 


A warning message appears if what you're typing or pasting exceeds the 
permissable number of paragraphs. If you exceed the allowable height, a 
warning message appears when you activate the document window. 


When displayed, the header or footer appears as part of the document on the 
screen and in print, although it is actually a separate entity. Changes to either 
header or footer must be made in the corresponding window. Warning beeps 
sound and finally a message appears if you try to change the header or footer in 
the document. 


The Menu Bar 


Apple Menu 


In addition to the Apple menu, the menu bar holds the following MacWrite 
menus: File, Edit, Search, Format, Font, and Style. Any command in a menu 
that appears with an ellipsis (three dots) after it requires you to provide 
additional information. Choosing one of these commands causes a dialog box 
to appear with places to enter information, check options, and so forth. Once 
you've entered the appropriate information, you confirm the command by 
clicking the OK or Yes button in the box or pressing the Enter or Return key. 
Clicking the Cancel button cancels the command. 


Acommand appears dimmed when you can’t use it, given the current state of a 
document—for instance, Cut is dimmed in the Edit menu when there’s 
nothing selected. 


About MacWrite... 


Choose Printer 
Scrapbook 
Alarm Clock 
Note Pad 
Calculator 

Key Caps 
Control Panel 
Puzzle 


About MacWrite... 

Shows you information about MacWrite and the document you're working on. 
It shows how much space the document occupies on the disk and how much 
space is still available. The amounts are updated each time you save the 
document. 


Desk Accessories 

Choosing any of the desk accessories causes that accessory to appear as the 
active window, whether you're opening it for the first time or it’s already open 
but inactive on the desktop. You can use the Edit menu to cut, paste, and copy 
the information in most accessories to other accessories or toa document in an 
application, including MacWrite. You close an accessory with its close box or 
the Close command in the File menu. 


Some desk accessories particularly useful with MacWrite are: 


2 Choose Printer, to print from any attached printer for which a printing 
resource is on the startup disk. When you use this desk accessory, you can 
select the printer you want and the port to which its cable is attached. If 
you re using only an ImageWriter attached directly to the Printer port, you 
don’t need to select a printer or port because the Macintosh is preset to print 
documents with this connection. If you attach Apple Talk™, other printers, 
or other hardware to the Macintosh, refer to the corresponding manual for 
information about attaching your printer and using Choose Printer. 


1 Scrapbook, to keep and use a collection of frequently used pictures and 
MacWrite selections, or to move many pictures and selections between 
documents or applications. 


4 Calculator, to do quick calculations and paste the results into a document. 
You don’t have to select the results, just copy and paste them. 


“1 Key Caps, to see the complete set of foreign and special characters available 
with the Option key. Note that not all characters are available in every font. 


File Menu 


333332 
Close 


Save 

Save As... 
Page Setup... 
Print... 

Quit 


New 
Opens a new, untitled document. The New command is usable only when the 
current document has been closed and the desktop is cleared. 


Open... 

Opens an existing MacWrite document on the disk. The Open command is 
usable only when the current document has been closed and the desktop is 
cleared. You select the document you want from a list that appears in a dialog 
box. The Open button confirms the command. The Eject button (and Drive 
button if you have an external disk drive) lets you open a document stored on 
another disk. You select and open the document from the list on the other disk. 
Then, if you’re using one disk drive, the Macintosh ejects the disk, asks you to 
swap disks in the disk drive, and tells you which disk to insert so it can get the 
document you want and transfer it to the disk you’re working on. 


You can open a document created with an earlier version of MacWrite. A copy 
of the document that will work with the new MacWrite is automatically created. 
It opens as an untitled document that you can name the first time you save it. 
MacWrite can’t convert the old document if the disk does not have enough 
space to make the copy, if the document has too many paragraphs for the 
memory of the Macintosh (see ‘“A MacWrite Document” in this chapter), or ifa 
single paragraph of text is longer than 3,000 characters (about one page of 
single-spaced, 12-point text). You then have to change the old document 
before MacWrite can convert it. 


The Open command also opens a text-only document created by MacWrite. 
The document opens untitled, with text in Geneva, Plain Text, 12 Point. You 
can name it the first time you save it. You tell MacWrite how to interpret Returns 
in the text-only document—as signifying paragraphs or line breaks. You can 
open a text-only document created by another application from the Finder 
only. (See “Save As”’ for more information about text-only documents.) 


Save 

Puts a copy of the current document on the disk, replacing the document that 
has the same name. Save is dimmed when there are no documents open on the 
desktop. Use this command when you're saving your work and want to update 
the old version on the disk. Use the Save As command when you want to save 

your current work as a different document and keep the old version. 


If the document is untitled, a dialog box appears asking you to name the 
document. (See ‘Save As”’ foran explanation of this dialog box.) Once named, 
the document is stored on the disk, and a new icon for this document is created 
in the Finder. 
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Once a document has been named and a copy put on the disk, the Save 
command replaces the old version that has the same name without asking for 
confirmation. 


Save As... 

Saves the document as a new document under a new name, or to another disk, 
or both. The subsequent use of the Save command, or the save option 
associated with the Quit and Close commands, saves changes to this new 
document. Save As is dimmed when there are no documents open on the 
desktop. Use this command to name an untitled document or to save your 
current work as a different document and keep a copy of the old version. 


You can use any character except a colon, Return, or Tab to name a document. 
Ifa MacWrite document already exists with the specified name, you're asked to 
confirm that you want the document you’re saving to replace the existing one. 


The Eject button (and Drive button if you have an external disk drive) lets you 
save a document under the same or different name on another disk. If you’re 
using one disk drive, the Macintosh ejects the disk and asks you to swap disks in 
the disk drive, telling you which disk to insert so it can save the document on 
the other disk and return to the disk you were working on. 


The preset Entire Document check box saves the document as you created it 
with all its formatting, text, and pictures. 


Clicking the Text Only check box before clicking the Save button allows you to 
save just the text of your document in Geneva, Plain Text, 12 Point (without 
other fonts, styles, or sizes and without formats, pictures, page breaks, headers, 
or footers ). Use this to move documents to another Macintosh application that 
accepts text-only documents or to send documents to another computer. After 
clicking the Save button, you tell MacWrite where to put Returns—at the end of 
each line or only between paragraphs—depending on the requirements of the 
other application or computer user. The text-only version is saved to the disk, 
and you return to the current entire document—still untitled and not saved if 
you haven't saved it separately. (If you’re using the save option associated with 
Quit or Close, just the text-only version is saved to the disk.) 


Page Setup... 

Lets you specify the size of the paper you'll be printing on, and whether it will 
be printed across the width of the page or sideways across its length. Other 
options are available, depending on which printer is selected in the Choose 
Printer desk accessory window. (If you’re using the LaserWriter, see 
LaserWriter, your printer manual, for complete instructions about printing. ) 


Changing these settings changes the length of each page of the documentas it 
appears on your screen; this lets you preview where pages will break. Actual 
printing is done with the Print command. 


If there’s no printing resource in the System folder, a warning appears when 
you choose this command. Refer to Macintosh, your owner’s guide, or your 
printer manual. 


International standard 8% European standard 8% 
inches wide, 12 inches tall LA inches wide, 11% inches tall 
8 inches wide, 11 inches tall 


84 inches wide, 14 inches tall 


15 inches wide, 11 inches tall | | orientgx6n ie 


Text is printed upright on the 
page, with the top line at the 
top of the page 


V, 


Text is printed sideways 
on the page, with the top 
line down the right side 
of the page 


Prints with page breaks 
Prints at actual size 


Used for printing correctly 

proportioned pictures 
Prints over page 

Prints at 50% of actual size perforations 


The first time you choose Page Setup while working with a document, all the 
options appear as checked above. Changes you make to the Page Setup are 
saved when you save the document, so you need to set these options only once. 


Note that even with a sideways printing orientation or international paper, 
MacWrite is still limited to a 1-inch minimum left margin and a %-inch 
minimum right margin. Most printers are also limited in the width of the page 
they can use. 


The Page Setup command is dimmed if no document is open. 


Print... 
Prints a copy of the current document using the specified settings. 


If there’s no printing resource in the System folder, a warning appears when 
you choose this command. Refer to Macintosh, your owner’s guide, or your 
printer manual. 


If the ImageWriter is the selected printer, the following dialog box appears: 


Screen-quality printing; 
faster than High quality 


Highest quality re | [rane nace: 


Prints all pages in ve {frase nse 
document, first to last fr 


Lets you specify how many 
copies of the document to 
print 


Text only, one font, one font 
size; Plain Text, Bold, and 
Underline styles only. Fastest 


Fanfold or roll paper fed speed. 


continuously into the printer 


Lets you specify a range of 
pages to print. Select the 
insertion point in the boxes 
and enter numbers for the 
first and last pages. 


Single sheets of paper fed 
individually into the printer 


Note that if you checked the 50 Percent Reduction option in the Page Setup 
box, all the Quality options are dimmed. In this case, MacWrite uses only the 
highest quality printing. The Quality and Print Feed options are saved and are 
always set as the last time you used them. 


Note for example that the page range ‘from 4 to 5” means the fourth and fifth 
pages in the document. If you’ve used the Set Page # command in the Format 
menu, those pages may not necessarily be numbered 4 and 5. 


Clicking OK accepts all the settings and begins printing accordingly. Clicking 
Cancel retracts the Print command altogether. When printing is in progress, 
you can cancel it or pause at any time. 


The Print command is dimmed if no document is open. 


Edit Menu 


Close 

Closes the active window. If the document window is the active window and 
you've made changes without saving, you’re given the opportunity to save the 
changes. If there have been no changes since you last saved the document, the 
document window is simply removed from the desktop. 


Choosing Close is the same as clicking the close box of the active window. 
Choosing Hide Clipboard from the Edit menu also closes the Clipboard. 


Quit 

Leaves MacWrite and returns to the Finder. If you’ve made changes since last 
saving the document, you’re given the opportunity to save the changes before 
quitting. 


Show Clipboard 


In the following description, ‘‘text”’ refers to what is entered into your 
document with the character keys. Text includes page breaks and space 
created with Return and Tab. 


There are equivalent keyboard commands for all but one of the Edit menu 
commands. Use the Command key and the key for the letter shown at the right 
of each command in the Edit menu. 


Undo 

Undoes the effects of your most recent action: typing (including backspacing), 
a ruler change, or acommand. You cannot undo the effects of the Change All 
button in the Change window, any command in the File menu, or an align 
command in the Format menu. 


Cut 

Removes selected text, rulers, pictures, or page breaks (or any combination of 
these), and places the selection on the Clipboard, replacing the Clipboard’s 
current contents (ifany). You can’t cut more than 100 paragraphs at atime (see 
“A MacWrite Document” in this chapter for the definition of a paragraph). 


™ Search Menu 


Copy 

Copies selected text, rulers, pictures, or page breaks (or any combination of 
these) to the Clipboard, replacing the Clipboard’s current contents (if any). 
You can’t copy more than 100 paragraphs at a time (see “‘A MacWrite 
Document’ in this chapter for the definition of a paragraph). 


Paste 

Replaces the current selection (usually the insertion point) with the contents 
of the Clipboard. The insertion point moves to the end of the inserted material. 
You cannot paste rulers, page breaks, or pictures into the Find or Change 
window or into most desk accessories. 


Show Clipboard/Hide Clipboard 

The Show Clipboard command displays the contents of the Clipboard—what 
you most recently cut or copied. When the Clipboard window is open, this 
command changes to Hide Clipboard. Close the Clipboard with its close box, 
with the Hide Clipboard command, or with Close from the File menu. 


Search 
Find... 
Find Next S8F 
Change... 

Goto Page * #6 


Find... 

Locates and selects, in the most recently active window, the next occurrence of 
specified text. It opens the Find window, where you enter the text you want to 
find. You can move and activate the Find window just like any other window. 


The Find What rectangle can hold up to 45 characters of text. You can enter any 
characters except Return and Tab. You can move or copy text between the 
document window and the Find window. The text in the rectangle can be 
selected and edited. 


Clicking the Find Next button begins the search. The search starts at the 
selection, goes to the end of the document, wraps back to the beginning, and 
ends where it began. If the specified text is found in the document, the 
occurrence is selected. The found text can be edited once the document 
window is activated. You can undo Find Nextand restore the previous selection 
before activating another window. 


The Find command searches for the specified characters either as words (or 
numbers) if Whole Word is checked, or as both whole words and parts of words 
(or numbers) if Partial Word is checked. For example, with Partial Word 
checked and the string of characters “‘t” and “‘o” specified, Macintosh finds 
words containing the string of characters and occurrences of the word “‘to”’. 


While searching, the command ignores capitalization, fonts, font styles, and 
font sizes. If the text you’re trying to locate isn’t found, a message informs you 
of this. 


The close box in the title bar, or the Close command in the File menu, closes 
the active Find window. 


Find Next 

Locates and selects in the active window the next occurrence of text as 
previously specified in the Find window. You can then edit the text in the active 
window. You either choose Find Next or use its Command-key equivalent 
(Command-F). If you haven’t specified text, the Find window opens, and you 
enter the text you want to find (see “Find” for more information about using 
the Find window ). 


Change... 

Allows you to search for text in the most recently active window and optionally 
replace the found text. It opens the Change window, where you enter the text 
you want to find and the text to replace it with. You can move and activate the 

Change window just like any other window. 


Change 


Find what || 
Pine aa 


Change to | | 


[¢ RBAG e RH] 


C) Partial Word 
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The Find What and Change To rectangles can each hold up to 45 characters of 
text. You can enter any characters except Return and Tab. You can move or copy 
text between the document window and the Find window. The text in the 
rectangles can be selected and edited. 


Clicking the Find Next button begins the search. The search starts at the 
selection, goes to the end of the document, wraps back to the beginning, and 
ends where it began. If the specified text is found in the document, the 
occurrence is selected. The found text can be edited once the document 
window is activated. 


Clicking the Change, Then Find button replaces the current selection with the 
contents of the Change To rectangle, then proceeds to search for the next 
occurrence of the specified text. 


Clicking the Change button replaces the current selection with the contents of 
the Change To rectangle, leaving the replaced text selected. 


Clicking the Change All button searches for and replaces all occurrences of the 
Find What text. It starts at the beginning of your document and, when finished, 
selects the last changed occurrence. This operation, once done, cannot be 
undone; a message, which you must acknowledge, warns you of this before the 
Operation proceeds. 


You can undo all of the preceding options, except Change All, before activating 
another window. 


The Change command searches for an exact character-for-character match, 
but it ignores capitalization, fonts, font styles, and font sizes. A message informs 
you of this if the text you’re searching for isn’t found. 


The close box in the title bar, or the Close command in the File menu, closes 
the active Change window. 


Goto Page # 

Scrolls to the page whose number you specify. After choosing the command or 
using the Command-key equivalent (Command-G) and specifying a page 
number, MacWrite scrolls to the top of the designated page, whose number is 
displayed in the scroll box. 


Starting from the first page, the page numbers in a document are sequential. If 
you've used the Set Page # command, specify a page number that reflects the 
current pagination. If you specify a page number that comes before or after the 
current range of page numbers, MacWrite scrolls to the first or last page of the 
document. 


Format Menu 


Insert Ruler 
Hide Rulers 
Open Header 
Open Footer 
Display Header 
Display Footer 
Set Page *... 


Insert Page Break 
Title Page 


Align Left 
Align Center 
Align Right 
Justify 

Use Ruler 


Insert Ruler 

Replaces the selection (usually the insertion point) with a ruler and moves the 
insertion point and the following text below the inserted ruler. The ruler is a 
copy of the preceding ruler. If the inserted ruler is the last item in a document, 
the insertion point doesn’t appear until you start to type. If rulers are hidden, 
Insert Ruler shows all rulers before inserting the new one (see “Rulers” in this 
chapter). 


Hide Rulers/Show Rulers 

The Hide Rulers command makes all rulers invisible but maintains their 
effects. Show Rulers causes all rulers to appear in the document (see 
Rulers”). Choosing Insert Rulers automatically shows all rulers. 


Open Header 

Opens the Header window, chooses Display Headers in the Format menu, and 
inserts a one-line top margin based on the preset font, font style, and font size. 
You can use this command to activate the Header window if it’s hidden on the 
desktop. You create, edit, and format the header in this window. Activating the 
document or closing the window displays the newly created or changed 
header (unless you’ve chosen Remove Headers). Close the window with its 
close box or with Close from the File menu. 


Open Footer 

Opens the Footer window, chooses Display Footers in the Format menu, and 
inserts a one-line bottom margin based on the preset font, font style, and font 
size. You can use this command to activate the Footer window if its hidden on 
the desktop. You create, edit, and format the footer in this window. Activating 
the document or closing the window displays the newly created or changed 
footer (unless you’ve chosen Remove Footers). Close the window with its 
close box or with Close from the File menu. 


Display Headers/Remove Headers 

The Display Headers command displays the preset one-line header when the 
Header window is opened and displays the header you create or change when 
you activate the document window. Remove Headers removes the header from 
display in the document. 


Display Footers/Remove Footers 

The Display Footers command displays the preset one-line footer when the 
Footer window is opened and displays the footer you create or change when 
you activate the document window. Remove Footers removes the footer from 
display in the document. 


Set Page #... 

Sets the page number of the first page in the document unless Title Page is 
checked in the Format menu (see ‘Title Page” in this section). All subsequent 
pages will be numbered from this page number. The scroll box displays the 
new page number, and the page number appears in the header or footer where 
you ve placed the page number icon. The initial page number is preset to 1. 


insert Page Break 

Forces a page break, making the text after it appear at the top of the next page. It 
actually inserts an empty rectangle that is the size of the space remaining on the 
page. When you add or remove material before the break, the size of the 
rectangle changes to account for the change in space. 


The page break rectangle can be selected by clicking; it appears highlighted. 
Once selected it can be moved, removed, copied, or replaced like any other 
selection. It cannot be resized. 


Title Page 

When checked, causes the header and footer not to appear on the first page of a 
document. Choosing this command changes its state from checked to 
unchecked, or vice versa. 


Font Menu 


Align Commands 

Let you override the overall alignment as set on the preceding ruler and align 
text in the designated paragraph or paragraphs. There are four align 
commands: 


C Align Left lines up the paragraph(s) at the left margin marker. 


C1 Align Center centers the paragraph(s) between the left and right margin 
markers. 


Ci Align Right lines up the paragraph(s) at the right margin marker. 


C1 Justify spaces the text in the paragraph(s) evenly across each line and aligns 
it at both margin markers. 


If you make only one selection in a paragraph, including an insertion point, 
and use an align command or its Command-key equivalent, the new alignment 
affects the whole paragraph. You can also select paragraphs and choose this 
command (see ‘‘A MacWrite Document” in this chapter for a definition of a 
MacWrite paragraph). You can return to the alignment setting on the ruler by 
making the same selection and choosing the Use Ruler command. 


Use Ruler 

Returns the alignment of the designated paragraph or paragraphs to the 
alignment as set on the preceding ruler. This command or its Command-key 
equivalent (Command-D) affects the paragraph that contains your selection 
(even if you selected only an insertion point), or all paragraphs that are 
selected (see “A MacWrite Document’ in this chapter for the definition of a 
MacWrite paragraph). You can reverse the effects of this command by 
immediately choosing the align command that was previously formatting the 
selection. 


Monaco 
Venice 
London 
Athens 


| Style Menu 


The preset font is Geneva. You can choose any available font for currently 
selected text or text yet to be typed at the insertion point. The font you choose is 
checked in the menu. If you have not changed the font at the insertion point, 
typed text appears in the font of the immediately preceding character, which 
may be a Return, Tab, or space. If there is no preceding character, text you 
insert appears in the preset font or the font of the character following it. Text 
typed to replace selected text appears in the font of the first character of the 
selection. 


If all characters in the current selection are in the same font, that font is checked 
in the menu; otherwise no font is checked. (If the selection is the insertion 
point, the check in the Font menu shows you the font of the text you'll type 
there.) Text retains its font when moved or copied. 


See Macintosh, the owner’s guide, for information about using the Font Mover 
application to add or remove fonts. If you’re using a Laser Writer to print, see its 
manual to learn about using the built-in LaserWriter fonts when you print a 
document. 


“Plain Text 
Bold 36B 
SPBHE 3€ | 
Underline 36U 
Outline 380 
Shadoam #s 

Superscript 3H 

Subscript 


10 Point 
412 Point 
14 Point 
18 Point 
24 Point 


This menu has choices for the font style and font size of text. The preset style is 
Plain Text and the preset size is 12 Point. There are Command-key equivalents 
for the font styles in the Style menu: the Command key and the first letter of the 
font style. Superscript and Subscript also have Command-key equivalents. 


Styles can be combined for a variety of effects. You can choose one or more 
styles or any size for currently selected text or text yet to be typed at the 
insertion point. The styles and size you choose are checked in the menu. If all 
the characters in a selection don’t have the styles or sizes in common, none are 
checked. You remove a style from a selection, or from text you’re about to type, 
by choosing the checked style again, thereby unchecking it. Ifall styles are 
removed, the selection returns to Plain Text, and choosing Plain Text removes 
all styles. You change font size by choosing another size. 


If you have not changed the style or size at the insertion point, typed text 
appears in the style and size of the immediately preceding character, which 
may be a Return, Tab, or space. If there is no preceding character—for 
instance, the first insertion point under a ruler—the text appears in the preset 
size and style or the size and style of the character that follows the insertion 
point. Text typed to replace selected text appears in the style and size of the first 
character of the selection. 


Fonts, styles, and sizes can be mixed at your aesthetic discretion. Horizontal 
and vertical line spacing is automatically adjusted to accommodate the largest 
character in the line. You can also vertically shift text to create superscripts and 
subscripts. Some combinations of fonts and font sizes appear jagged or chunky, 
either on the screen or in the printed copy. Because some fonts look better in 
some sizes than others, recommended sizes for a chosen font are outlined in 
the Style menu. 


The Windows 


There are six windows in MacWrite: document, Header, Footer, Clipboard, 
Find, and Change. Generally, a window is opened by a command in a menu, 
and closed (when it’s active) with the Close command in the File menu or by 
clicking its close box. 


The document window has a scroll bar; the document, Header, Footer, and 
Clipboard windows have size boxes. All windows can be moved by dragging 
their title bars. You can move a window without activating it by holding down 
the Command key while dragging the window. 


Memory 


There are three memory-full conditions in which MacWrite can’t normally 
complete a requested operation. When this happens, a box appears explaining 
the condition. Clicking the OK button in the box (or pressing the Enter or 
Return key) confirms the action; pressing the Cancel button retracts the 
command. The memory-full conditions are as follows: 


During Paste 

If memory would be exceeded by a Paste operation, MacWrite will move 
(rather than copy) the contents of Clipboard to the document. This clears the 
Clipboard and disallows an Undo after the Paste. 


During Cut or Copy 

In order for the Cut or Copy operation to be undoable, MacWrite tries to 
preserve the previous Clipboard contents before replacing them with the cut or 
copied material. If doing this would exceed memory, MacWrite will not 
attempt to preserve the Clipboard contents. The Cut or Copy can then be 
completed but Undo is disallowed. 


During Typing or Inserting 

In order for typing or inserting to be undoable, MacWrite preserves a copy of 
the paragraph being changed. If the document grows too large, MacWrite will 
eliminate this copy, disallowing an Undo of the typing. 


If at any time the document grows too large for an operation to take place at all, 
MacWrite notifies you of this and will not perform the operation. If the memory 
shortage becomes extremely critical, you’re given an opportunity to save the 
document and quit MacWrite. 


Preset Options and 
Format 


MacWrite 
Specifications 


Font style: 
Font size: 
Font: 

Header: 
Footer: 
Paragraph indentation: 
Left margin: 
Right margin: 
Regular tab: 
Decimal tab: 
Spacing: 
Alignment: 
Page Break: 


Maximum number of text 
pages: 


Maximum number of Return 
characters: 


Total number of tabs per ruler: 


Minimum left margin: 
Maximum right margin: 


Plain Text 
12 Point 
Geneva 
none 

none 

at 1% inches 
at 1% inches 
at 7 inches 
one at 5% inches 
none 

single 

left 

at 11 inches 


240 


(single spaced, 1-inch top bottom margins) 


500 on 128K Macintosh 
2047 on 512K Macintosh 


10 
1 inch 
at 8% inches 


Glossary 


peel 


——<—— 


[ Cancel | 
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active window 
The frontmost window on the desktop; the window where the next action will 
take place. The active window’s title bar is highlighted. 


Apple menu 
The menu on the far left in the menu bar from which you choose desk 
accessories. Its title isan apple symbol. 


Backspace key 


A key that moves the insertion point backward, removing the previously typed 


character or the current selection. 


button 


The places in dialog boxes where you click to designate, confirm, or cancel an 


action. 


Calculator 
A desk accessory that works like a four-function pocket calculator. You can 
paste calculation results into your document. 


Cancel button 
A button that appears in dialog boxes. Clicking this button cancels the 
command. 


Caps Lock key 

A key that, when engaged, causes subsequently typed letters to appear in 
uppercase. It works like a Shift key except that it doesn’t affect numbers or 
symbols. 


character keys 

The following keys on the Macintosh keyboard—letters, numbers, symbols, 
punctuation, Return, Tab, and the space bar. Character keys repeat when you 
press and hold them. 


check box 
The small box or circle associated with an option in a dialog box that, when 
clicked, may reverse the option’s current state or affect related options. 


choose 
To pick a command from a menu by dragging. 


Choose Printer 
A desk accessory that lets you print from any attached printer for which a 
printing resource is on the startup disk. 


Glossary 


click 
To position the pointer on something and then press and quickly release the 
mouse button. 


Clipboard 
The holding place for what you last cut or copied. 


close 
To turn a document window back into the icon that represents the document. 


close box 
The small white box on the left side of the title bar of an active window. 
Clicking the close box closes the window. 


command 

Aword or phrase, usually in a menu, that describes an action for the Macintosh 
to perform. Also, a combination of the Command key and a letter on the 
keyboard that accomplishes the same action. 


Command key 

A key that, when held down while another key is pressed, causes a command to 
take effect, or when held down, lets you drag a window to a new location 
without activating it. 


cut 
To remove something by selecting it and choosing Cut from the Edit menu. 
What you cut is placed on the Clipboard. 


decimal tab 
A tab, represented by a decimal tab marker, that aligns columns of numbers at 
the decimal point position (or columns of words to the left of the tab). 


decimal tab marker 

Anunfilled triangle with a dot in it that you drag from the decimal tab well toa 
position under the inch scale ofa ruler. It marks the position of the insertion 
point when you press Tab. 


desk accessories 

“Mini-applications” that are available on the desktop from the Apple menu 
regardless of which application you’re using. Examples are the Scrapbook, 
Calculator, Key Caps, and Choose Printer. 


desktop 
MacWrite’s working environment—the menu bar and the gray area on the 
screen. 
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dialog box 

A box containing a message that requests more information from you. 
Sometimes the message is a warning that you’re asking your Macintosh to do 
something it can’t do or that you’re about to destroy some of your information. 
In these cases the message is often accompanied bya “beep.” 


dimmed 
Adimmed command, menu title, or option appears gray rather than black and 
cannot be chosen. 


disk 
The magnetic medium on which the Macintosh stores information. 


disk drive 
The mechanism that holds a disk, retrieves information from it, and saves 
information to it. 


document 

Whatever you create with MacWrite or any other application—information you 
enter, modify, view, or save. A MacWrite documentis text, format, and anything 
that has been pasted from another application. 


document window 
A window that displays a document. 


double-click 

To position the pointer where you want an action to take place, and then press 
and release the mouse button twice in quick succession without moving the 
mouse. 


drag 

To position the pointer on something, press and hold the mouse button, move 
the mouse, and release the mouse button. When you release the mouse button, 
you either confirm a selection or move an object to a new location. 


Enter key 
A key that confirms or terminates an entry or sometimes a command. 


Finder 
The “hub” of the Macintosh system that lets you manage your documents and 
get from application to application. 


font 

A collection of letters, numbers, punctuation marks, and other typographical 
symbols with a consistent appearance. An example of a MacWrite font is 
Geneva. 
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font size 
The overall size of characters in text. Examples of font size are 12 point and 18 
point. 


footer 
The bottom margin of a document, which repeats on every page and can 
include text, pictures, page numbers, the date, and the time. 


format 
In MacWrite, the arrangement of text as determined by the margins, tabs, line 
spacing, and text alignment. 


hard disk drive 
The mechanism that holds a fixed hard disk, retrieves information from it, and 
saves information to it. A hard disk can store very large amounts of information. 


header 
The top margin of a document, which repeats on every page and can include 
text, pictures, page numbers, the date, and the time. 


highlight 
To make something visually distinct from its background, usually to show that 
it has been selected or chosen. 


l-beam 
A type of pointer used in entering and editing text. 


icon 
A graphic representation of an object, a concept, or a message. 


indentation marker 

An arrow-shaped marker that marks the position of the first word in a 
paragraph, to the left or the right of the left margin marker. Ina new document, 
the indentation marker is stacked with the left margin marker. 


insertion point 

The spot in a document where something will be added or removed. The 
insertion point is selected by clicking and is represented by a blinking vertical 
bar. It is also found in some desk accessories and dialog boxes. 


Key Caps 
A desk accessory that shows you the optional character set. 


margin marker 

A black triangle on each side of a ruler that you can move to mark the left or 
right margin of text. Ina new document, the left margin marker is stacked with 
the indentation marker. 
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memory 
The place in the Macintosh main unit that stores information while you're 
working with it. 


menu 

A list of commands that appears when you point to and press a menu title in the 
menu bar. Dragging through the menu and releasing the mouse button while a 
command is highlighted chooses that command. 


menu bar 
The horizontal strip at the top of the screen that contains menu titles. 


menu title 
Aword or phrase in the menu bar that designates one menu. Pressing on the 
menu title causes the title to be highlighted and its menu to appear below it. 


optional character set 
An alternate character set that includes special symbols, and foreign characters 
and accents. You view it with the Key Caps desk accessory. 


Option key 

A key used like the Shift key to give an alternate interpretation to another key 
you type. You use it to type foreign characters or special symbols contained in 
the optional character set. 


paste 
To place the contents of the Clipboard—whatever was last cut or copied—at 
the insertion point. 


pointer 
A small shape on the screen that follows the movement of the mouse. In 
MacWrite, the pointer can be an arrow, an I-beam, or a wristwatch. 


press 

To position the pointer on something and then hold down the mouse button 
without moving the mouse. In reference to keys, it means to strike the key 
lightly, holding it down only if you want to repeat a character. 


Return key 
A key that causes the insertion point to move to the beginning of the next line. 
It’s also used in some cases to confirm or terminate a command or an entry. 


ruler 
In MacWrite, a graphic representation of a ruler on which you set the overall 
format of the text that follows. Rulers can be added as needed. 
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save 
To store information on a disk. 


Scrapbook 
A desk accessory in which you can save frequently used pictures and text. 


scroll 
To move a document or directory in its window so that a different part of it is 
visible. In MacWrite, you can also scroll the directory in the Open dialog box. 


scroll arrow 
An arrow on either end of the scroll bar. Clicking a scroll arrow moves the 
document or directory one line. Pressing a scroll arrow scrolls continuously. 


scroll bar 

A rectangular bar that may be along the right or bottom of an active window. 
Clicking or dragging in the scroll bar causes the view of the document or 
directory to change. 


scroll box 
The white box in the scroll bar. The position of the scroll box in the scroll bar 
indicates the position of what’s in the window relative to the entire document. 


select 

To designate where the next action will take place. In MacWrite, you use the 
mouse techniques of clicking, double-clicking, and dragging to select 
something. 


selection 
The insertion point or the information that will be affected by the next action. 
The selection is highlighted. 


Shift-click 

In MacWrite, a technique that allows you to.extend or shorten a selection by 
positioning the pointer at the end of what you want to select and holding down 
the Shift key while clicking the mouse button. 


Shift key 

A key that, when pressed, causes subsequently typed letters to appear in 
uppercase and causes the upper symbol to appear when numeric or symbol 
keys are typed. 


size box 
A box on the bottom-right corner of some active windows. Dragging the size 
box resizes the window. 


space bar 
The long, unlabeled bar on the Macintosh keyboard that you press to type a 
space. 


style 
A stylistic variation of a font. MacWrite has six font styles: plain text, bold, italic, 
underline, outline, and shadow. 


tab 
The space between the place where you press the Tab key and the position of 
the tab marker. 


Tab key 

A key that, when pressed, moves the insertion point to the next tab marker or, 
in the Change window or a dialog box with more than one place to enter 
information, to the next rectangle. 


tab marker 

An unfilled triangle under the inch scale of a ruler that marks the position to 
which the Tab key will move the insertion point. You get additional tabs by 
dragging them from the tab well. 


tab well 
Either of two boxes on the lower-left side of a ruler that hold regular and 
decimal tabs. 


title bar 
The horizontal bar at the top of a window that shows the name of the window’s 
contents and lets you move the window. 


window 

The area that displays information on the desktop. You view a document 
through a window. You can open or close a window, move it around on the 
desktop, and sometimes change its size, scroll through it, and edit its contents. 


word wraparound 
A feature of MacWrite that, at the right margin, moves the last whole word 
you’re typing and the insertion point to the beginning of the next line. 
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A 
About MacWrite command 113 
accented characters 
Change command and 122 
Find command and 121 
searching for 56, 58 
activating windows 48 
active window 119,120,121 
adding tabs 110 
Alarm Clock command 85, 112 
Alarm Clock window 85 
Align Center command 25, 78, 125 
align commands 110, 119 
Align Left command 78, 125 
Align Right command 78, 125 
align-center box 18, 110 
align-left box 18 
align-right box 18, 110 
alignment 110 
changing 18, 25-26, 71, 78, 110, 125 
preset 110, 130 
Apple menu 65, 66, 85, 112, 113-114 
AppleTalk 114 


B 
Backspace key 7,54, 55, 81, 109 
removing text with 32-33 
backups See saving documents 
blank lines 
in headers/footers 84 
inserting 53 
blinking vertical bar 6,7, 8 
See also insertion point 
Bold command 24 


C 
Calculator 114 
Cancel button 90,91, 92, 93,95, 97,99, 113, 118, 129 
capitalization 
Change command and 122 
Find command and 121 
searching for 56, 58 
Caps Lock key 10 
Change All button 59, 119, 122 


Change button 59, 122 
Change command 58, 121-122 
Change To rectangle 59, 122 
Change window 58-59, 119, 121 
Paste command and 120 
Change, Then Find button 59, 122 
changing 
alignment 18, 25-26, 71, 78, 110, 125 
font 76 
font size 76 
font style 76 
format 34-37, 69, 72-73, 74-75 
indentation 70 
line spacing 16, 71 
margins 14-16, 70 
page number 86 
ruler settings 13-18, 70-71 
tabs 70 
text style 24-25 
window size 48 
character keys 7 
Choose Printer 114, 116 
choosing from menus 5,9 
clearing 
desktop 27 
tabs 70 
clicking 5, 44 
double 31, 45 
Shift 32, 45,51 
Clipboard 30-31, 38,54, 55, 60-61, 62-63, 66-67, 108, 112, 
119, 120 
backspacing and 32 
closing 48 
memory and 129 
Clipboard window 120, 128 
clock icon 85, 112 
close box 6, 31, 48, 85, 91, 92, 113, 119, 120, 121, 122, 123, 
124, 128 
Close command 27, 48, 85,91, 92, 95, 96, 97, 113, 116, 119, 
120, 121, 123, 124, 128 
closing 
Clipboard 48 
documents 27 
windows 48, 128 
colon, naming documents with 116 
columns 
inserting in tables 36-37, 82-83 
removing from tables 81 


Command key 10, 49, 76, 77, 119, 121, 122, 125, 126, 128 
command(s) 
dimmed 113 
See also specific command, specific menu 
Continue button 99 
converting documents 93,94, 115 
Copy command 31, 60, 62, 64, 67, 120 
memory and 129 
copying 
between documents 62-63 
within documents 60-61 
page breaks 120 
pictures 120 
rulers 108, 120 
from Scrapbook 66-67 
to Scrapbook 64-65 
text 31, 120 
creating 
footers 84-85, 111 
headers 84-85, 111 
tables 80 
cursor See pointer 
Cut command 29-30, 54, 60, 62, 81, 109, 119 
memory and 129 


D 
date, in headers/footers 111, 112 
date icon 112 
in headers/footers 84 
decimal tab marker 20-21, 70, 80, 109 
preset 130 
deleting See removing 
desk accessories 113-114 
Paste command and 120 
See also Calculator, Choose Printer, Scrapbook, Key Caps 
desktop 
clearing 27 
icons 5 
dialog box(es) 19, 89, 113 
ImageWriter 118 
dimmed commands 113 
Display Footers command 84, 85, 111, 124, 124 
Display Headers command 84, 85, 111, 123, 124 


document(s) 7,89 
closing 27 
converting 93, 94, 115 
copying between 62-63 
copying within 60-61 
defined 106 
length of 100, 106 
moving between 62-63 
moving within 30-31, 60-61 
naming 116 
opening 29, 90, 91, 92-93, 94 
printing 38-39, 100-101 
saving 19, 38,95, 96, 97 
scrolling 46-47 
text-only 94,97, 115, 116 
window 6, 58-59, 85, 91, 92, 107, 119, 121, 122, 128 
See also text 
double-clicking 31,45 
double-space box 110 
double-spacing 16, 110 
in headers/footers 112 
dragging 44 
markers 14 
tabs 20 
Drive button 38,93, 95, 96,97, 115, 116 


E 
Edit menu 9-10, 24, 25, 29-30, 31, 32, 48, 49, 54, 55,59, 60-61, 
62, 63, 64, 65, 67, 69, 81, 107, 109, 113, 119-120 
See also Copy command, Cut command, Hide Clipboard 
command, Paste to command, Redo command, Show 
Clipboard command, Undo command 
editing text 22, 107 
Eject button 38, 93,95, 96,97, 115, 116 
Eject command 19 
Enter key 11,89, 113 
Entire Document check box 116 


F 
50 Percent Reduction option 118 
file See document(s), text 
Filemenu 5, 19,27, 29,38, 48, 62,85, 89,90,91,92,94,95, 96, 
97,98, 99, 100, 101, 107, 113, 114-119, 120, 121, 122, 123, 
124, 128 
See also Close command, New command, Open command, 
Page Setup command, Print command, Quit command, 
Save command, Save As command 


Find command 56-57, 120-121 
Find Next button 57,59, 121, 122 
Find Next command 56-57, 57, 121 
Find What rectangle 57,59, 121, 122 
Find window 56-57, 61, 120, 121, 122 
Paste command and 120 
Finder 5,10, 19, 89, 90, 92,94, 96, 115, 119 
finding text 56-57 
font 
6 lines/inch option and 110 
Change command and 122 
changing 76 
Find command and 121 
in headers/footers 85, 112 
preset 76, 77, 126, 130 
Scrapbook and 64, 66 
searching for 56, 58 
text-only documents and 94 
Font menu 76, 85, 125-126 
font size 126-127 
6 lines/inch option and 110 
Change command and 122 
changing 76 
Find command and 121 
in headers/footers 85, 112 
line spacing and 127 
preset 76, 77, 126, 130 
Scrapbook and 64, 66 
searching for 56, 58 
text-only documents and 94 
font style 126-127 
6 lines/inch option and 110 
Change command and 122 
changing 76 
Command key and 76 
Find command and 121 
in headers/footers 85, 112 
preset 126, 130, 76, 77 
removing 77, 127 
Scrapbook and 64, 66 
searching for 56, 58 
text-only documents and 94 


Footer window 84, 85, 86, 111, 112, 124, 124, 128 


footer(s) 69,86, 100, 107, 111-112 
adding lines to 112 
adding text to 112 
creating 84-85, 111 
line spacing in 112 
page numbers in 124 
preset 130 
searching for 56, 58 
Title Page command and 124 
format 
changing 34-37, 69, 72-73, 74-75 
preset 130 
setting 12-18 
Format menu 25, 26, 34, 37, 55, 72, 74-75, 78, 84, 85, 86, 87, 
100, 108, 110, 111, 118, 119, 123, 123-125, 124 
See also Display Footer command, Display Header 
command, Hide Rulers command, Insert Page Break 
command, Insert Ruler command, Open Footer 
command, Open Header command, Set Page # 
command, Show rulers command, Title Page command 
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Goto Page # command 47, 122 


H 
hanging indentation 109 
Header window 84, 85, 86, 111, 112, 123, 124, 128 
header(s) 69,86, 100, 107, 111-112 
adding lines to 112 
adding text to 112 
creating 84-85, 111 
line spacing in 112 
page numbers in 124 
preset 130 
searching for 56, 58 
Title Page command and 124 
Hide Clipboard command 30, 31, 48, 119, 120 
Hide Rulers command 37, 123 
hiding rulers 37, 108 
highlighting See selecting 
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ImageWriter 38, 114 
dialog box 118 
printing with 98-99 

ImageWriter II 38 
printing with 98-99 


indentation 109 
changing 70 
marker 14-16, 34-36, 70, 109 
preset 130 
Insert Page Break command 55, 87, 124 
Insert Ruler command 34, 37,55, 72, 74-75, 108, 123 
inserting 
blank lines 53 
columns in tables 36-37, 82-83 
page breaks 55, 87, 124 
paragraphs 35-36 
rulers 34-36, 72-73, 74-75, 108, 123 
text 29,53 
insertion point 7,29, 120, 123 
selecting 8, 22,50, 107 


J 
justification 110 
See also alignment 
justify box 18, 110 
Justify command 26, 78, 125 


K 
key(s) See specific key 
Key Caps 114 


L 
LaserWriter 38 
printing with 98 
length, of documents 100, 106 
line spacing 110, 127 
changing 16, 71 
in headers/footers 84 
preset 110, 130 
standard typewriter 71 
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MacTerminal 97 

margin(s) 12 
bottom See footers 
changing 14-16, 70 
markers 14-16, 70, 108, 109 
maximum 130 
minimum 117, 130 
preset 108, 130 
top See headers 


marker(s) 
dragging 14 
indentation 14-16, 34, 70, 109 
margin 14-16, 70, 108, 109 
tab 14-15, 20-21, 80, 81, 82, 109-110 
memory 129 
menu bar 5, 113 
menu(s) 
choosing from 5, 9 
See also specific menu 
mouse techniques 44-45 
moving 
between documents 62-63 
within documents 30-31, 60-61 
windows 48, 128 
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naming documents 116 
Newcommand 91, 114 
No button 90,91, 92 


O 
OK button 113, 118, 129 
1%-space box 110 
1%-spacing 16 
in headers/footers 112 
Open button 100, 115 
Open command 5, 19, 29,90, 92, 93,94, 100, 115 
Open Footer command 84, 85, 111, 124 
Open Header command 84, 85, 111, 123 
opening 
documents 29, 90,91, 92-93, 94 
windows 128 
Option key 11, 114 


p 
page breaks 69, 107, 117, 119 
copying 120 
inserting 55, 87, 124 
Paste command and 120 
preset 130 
removing 119 
Scrapbook and 64, 66 
selecting 52,87, 124 
page number(s) 122, 124 
changing first 86 
in headers/footers 111, 112, 124 
preset 124 


page number icon 86, 100, 112, 124 
in headers/footers 84, 85 
Page Setup box 118 
Page Setup command 98, 107, 116-118 
dimmed 117 
preset options 117 
page(s) 
maximum 130 
size 107 
paper 107, 116-117 
Paper Feed option 38, 39, 99 
paragraph(s) 
aligning 125 
defined 106 
indentation 109, 130 
inserting 35-36 
Return key and 106-107 
Partial Word check box 57,59, 121 
Paste command 31, 54,55, 61, 63, 65, 67, 120 
memory and 129 
Pause button 99 
picture(s) 
copying 120 
in headers/footers 84, 111, 112 
Paste command and 120 
removing 119 
resizing 79 
Scrapbook and 64, 66 
selecting 52 
shifting 79 
pointer 8 
preset options 130 
pressing 17,44 
Printcommand 38, 98,99, 101, 117, 118 
dimmed 118 
Print Feed option 118 
print options 99 
Printer port 114 
printing 118 
documents 38-39, 100-101 
with ImageWriter 98-99, 114, 118 
with ImageWriter II 98-99 
with LaserWriter 98 
Page Setup command and 116-117 
preset options 38-39 


Q 

Quality options 39,99, 118 

Quit command 19, 27,90, 95,96, 97, 116, 119 
quitting 19,90 


R 
Redo command 10 
regular tab marker 20-21, 70, 80, 109 
preset 130 
Remove Footers command 84, 111, 124, 124 
Remove Headers command 84, 111, 123, 124 
removing 
with Backspace key 54 
columns from tables 81 
with Cut command 54 
font style 77, 127 
page breaks 119 
pictures 119 
Return character 32-33, 54 
rulers 119 
standard typewriter line spacing 71 
tabs 109-110 
text 29, 32-33, 119 
replacing 55 
text 23-24, 31,58 
resizing pictures 79 
Return character 9, 61,85, 94,97, 109 
Find What rectangle and 121, 122 
font and 126 
font size and 127 
font style and 127 
maximum 130 
naming documents with 116 
removing 32-33, 54 
searching for 56, 58 
Return key 7,9, 20,89, 112, 113, 119 
paragraphs and 106-107 
tables and 21 
in text-only documents 115, 116 


ruler(s) 6,37, 69, 108-110 
changing settings on 13-18, 70-71 
copying 108, 120 
defined 108 
first 69 
hiding 37, 108, 123 
in headers/footers 112 
inserting 34-36, 55, 72-73, 74-75, 108, 123 
Paste command and 120 
preset 12 
removing 119 
Scrapbook and 64, 66 
selecting 51 
showing 37, 123 
tab well and 20 
tabs and 130 
text-only documents and 94 


S 
Save AS 
dimmed 116 
Save Ascommand 27, 38,95, 96,97, 115, 116 
Save button 19, 38,95, 96,97, 116 
Save command 19, 27,95, 96,97, 115-116 
dimmed 115 
saving documents 19, 38, 95,96, 97 
Scrapbook 114 
copying from 66-67 
copying to 64-65 
scroll 
arrows 17, 46 
bar 6, 16-17, 46, 47, 128 
box 17, 46, 47, 124 
scrolling 16-17, 46-47 
Goto Page # command and 47 
Search menu 47, 56-57, 58, 120-122 
See also Change command, Find command 
selecting 50-52 
by double-clicking 31 
insertion point 8, 22,50, 107 
page breaks 52, 87, 124 
pictures 52 
rulers 51 
with Shift-click 32 
text 25, 51 
words 50 


Set Page # command 84, 86, 100, 118, 122, 124 


setting 
format 12-18 
standard typewriter line spacing 71 
tabs 70 
Shift key 10 
Shift-clicking 32, 45,51 
shifting pictures 79 
Show Clipboard command 30, 31, 120 
Show Rulers command 37, 123 
single-spacing 110 
6 lines/inch option 16,71, 110 
size 
box 6, 128 
of pages 107 
of text See font size 
space 
font and 126 
font size and 127 
font style and 127 
space bar 7 
spacing See line spacing 
specifications 130 
standard typewriter line spacing 71 
starting 90 
Style menu 24, 25, 76, 85, 126-127 
See also Bold command, Subscript command, Superscript 
command, Underline command 
Subscript command 76, 77, 126 
Superscript command 76, 77, 126 
System folder 117,118 


T 
Tab character 21,61, 85, 109 
Change To rectangle and 122 
Find What rectangle and 121 
font and 126 
font size and 127 
font style and 127 
naming documents with 116 
searching for 56, 58 
Tab key 20, 36,59, 80, 84, 109, 112, 119 
tables and 21 
tab 
markers 14-15, 20-21, 80, 81, 82, 109-110 
well, dragging tabs from 20 


tables U,V 


creating 80 | Underline command 24 
inserting columns in 36-37, 82-83 Undo command 9-10, 18, 24, 25, 32, 49, 54,59, 69, 107, 119 
removing columns from 81 dimmed 49 
Return key and 21 memory and 129 
Tab key and 21 Use Ruler command 26, 78, 125 
tab(s) 20-21, 109-110 
adding 110 W, X 
changing 70 Whole Word check box 121 
clearing 70 window(s) 48, 128 
decimal 70, 109 activating 48 
maximum 130 changing size of 48 
preset 130 closing 48, 128 
regular 70, 109 defined 48 
removing 109-110 moving 48, 128 
setting 70 opening 128 
text See also specific window 
alignment, changing 25-26 word wraparound 7-9, 30 
copying 31, 120 words, selecting 50 
defined 119 Write disk 38 
editing 22, 107 Write disk icon 5, 19 
finding 56-57 
in headers/footers 111, 112 Y,Z 
inserting 29, 53 Yes button 27,90, 91,92, 113 


maximum 130 
moving 30-31 
removing 29, 32-33, 119 
replacing 23-24, 31,58 
Scrapbook and 64, 66 
selecting 23,51 
style, changing 24-25 
typing 7-11 
See also document(s), font, font style, font size, format 
Text Only check box 116 
Text Only option 97 
text-only documents 94,97, 115, 116 
time, in headers/footers 84, 85,111, 112 
title bar 6, 128 
Title Page command 84, 86, 100, 101, 111, 124 
typing text 7-11 


This book’s binding lets it lie 
flat while you're working 
with your Macintosh. When 
you're using the book, keep 
the wraparound endflap 
tucked inside the back cover. 
To make it easy to spot the title 
when the book’s on a shelf, 
fold the flap inside the front 
cover and set the book on the 
shelf with the title visible. 
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Important 


About the 4.6 update 


If you’re new to the MacWrite™ word processing application, first 
read MacWrite, your user’s guide, to learn about word processing 
on your Apple® Macintosh™ computer. If you have a large-screen 
video monitor, use your Macintosh’s built-in screen Gf it has one) 
while going through Chapter 1, “Learning MacWrite.” To use a 
large-screen monitor, resize your document window to make it 
smaller after you open MacWrite at the beginning of the chapter. 
That way, what you see on the screen can match what you see in the 
tutorial. 


After you know the basics of MacWrite, read this update. It tells you 
about new features in version 4.6 of MacWrite. With these new 
features, you can: 


O Use the arrow keys (sometimes called direction keys or cursor 
keys) if your keyboard has them. You can use these keys to move 
the insertion point in text and, with the Shift key, to select text. 


O Use MacWrite with large-screen video monitors to see and work 
with more of your document. 


O Store and use MacWrite documents and MacWrite itself on the 
AppleShare™ file server. 


O Use MacWrite with the Switcher™ application. 


This update also includes a revised list of MacWrite specifications. 


MacWrite 4.6 works with any Macintosh except the 
Macintosh 128K. 


You can check which version of MacWrite you’re using by opening 
MacWrite and choosing About MacWrite from the Apple menu. 


Using the arrow keys 


If you’re using MacWrite 4.6 with a Macintosh keyboard that has 
arrow keys, you can use them to move the insertion point in your 
document as well as in header or footer windows. You can also use 
them to select text. 


Using the arrow keys 


Moving the insertion point 


The arrow keys move the insertion point character by character or 
line by line. When you use them with the Option key, you can move 


See “MacWrite Reference” in the insertion point word by word or paragraph by paragraph. With 
MacWrite, your user's guide, for the Command key (the Apple key on some Macintosh keyboards), 
the definition of a MacWrite k as ; : nai 

paragraph. the arrow keys move the insertion point to the beginning or end 


of a line or to the top or bottom of a window. 


If you move the insertion point up or down to a line or paragraph 
that’s not in view, MacWrite automatically scrolls the text in the 
window to bring the next part of the document into view. 


This chart shows you how the arrow keys work. 


Hold down The insertion point moves 


No key One character to the left 
One character to the right 
One line up 

One line down 

One word to the left 

One word to the right 


To the beginning of the paragraph 


To the end of the paragraph 
To the beginning of the line 


To the end of the line 


peice Se Ieeee : 


To the top of the window 


To the bottom of the window 


ho 
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Selecting text 


With the Shift key, you can use If you hold down the Shift key while you use the arrow keys to move 
the arrow keys alone or while the insertion point, you select all the text from the starting position 
holding down the Command or . ; ; ; 

Option key. of the insertion point to the place where you move it. Any rulers and 


pictures within the text are also selected. 


To shorten or extend any selection, hold down the Shift key and use 
the arrow keys—or hold down the Shift key, position the I-beam 
pointer, and click anywhere before or after the end of your 
selection. 


Using large-screen video monitors 


When you use MacWrite 4.6 with a screen that is larger than the 

standard Macintosh screen, a document opens in a window as big as 
The print area of a page is the will fit in the screen—up to the size of the print area on one 
page—if the Orientation option in the Page Setup dialog box is set 
for regular (upright) printing. 


portion of a page on which you 
can actually print. 


Printing orientation 


[otis as] 


What you see on a standard 
Macintosh screen 


Pint cred of poge — 


What you see on a 
full-page display 
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To see more of a document’s 
print area, you can move and 
resize @ WINdOwW on a standard 
Macintosh screen as well as on a 
larger screen. 


Printing orientation 


Document page Wath larger 
than window 


Full-page display 
1. Drag the window to the left. 


2. Drag the size box to the right. 


3. The right side of the 
document appears on the 
screen. 


Working with documents wider than the screen 


When you choose some Page Setup options, such as sideways 
printing, the print area of the document may be wider than the 
screen. To view any part of the print area that extends to the right 
beyond the window, move the window to the left by dragging its title 
bar. Then resize the window by dragging its size box to the right. 
You can move and resize the window in this way until you reach the 
right edge of the print area. As you move the window, you can also 
reset the margins so you can create and print a page with longer 
lines. 


Using large-screen video monitors s) 


Changing a wide document to a narrow one 


The print area across a page of a document is wider for some Page 
Setup options than for others. If you choose one of the narrower 
options after you have created a wide document, a dialog box 
appears and tells you that MacWrite needs to adjust any ruler whose 
settings for the right margin and tabs will be outside the new print 
area. If you click OK, MacWrite sets the right margin at the edge of 
the new print area and moves the tabs, as necessary, to the left. 


To keep the right margin and tabs from shifting your text 
automatically, change their settings so they will be within the 
smaller print area before you change the Page Setup options. 


“ Note: You see this dialog box any time you do something that 
causes a ruler’s settings to be outside the print area. The dialog 
box may appear if you change Page Setup options or select a 
different printer in the Chooser. For example, if you open a 
document whose right margin was set for printing with the 
ImageWriter, but the LaserWriter is selected in the Chooser and 
the right margin of that document is beyond the LaserWriter’s 
print area, this dialog box appears. 


Important For more information about using MacWrite with a particular 
large-screen monitor, see the manual that came with your 
monitor. 
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Warning 


Using MacWiite on the AppleShare 
file server 


The AppleShare file server lets you store and share information 
over the AppleTalk® Personal Network. MacWrite 4.6 is compatible 
with AppleShare and is a “network-ready” application. 


You can store MacWrite documents and MacWrite 4.6 on the 
AppleShare file server and open them from your AppleShare 
workstation. Only one workstation user at a time can open the same 
document or copy of MacWrite. If another user tries to open it, a 
message tells the user that the document or MacWrite is being used. 


One recommended way to use MacWrite with the file server is for 
each user to have MacWrite on a workstation disk to work with 
MacWrite documents stored on the file server. 


See the AppleShare User’s Guide for information about using 
“network-ready” applications on the AppleShare file server. 


Remember, It Is a violation of copyright laws to make extra 
coples of MacWrite for use on more than one computer or 
workstation af a time. 
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Using MacWrite with the Switcher 


The Switcher application lets you work with several applications in 
memory at the same time and switch quickly among them. You can 
use MacWrite 4.6 with the Switcher on any Macintosh except the 
Macintosh 128K. 


While using the Switcher, you can open more than one copy of 
MacWrite. Then you can use each copy of MacWrite to open a 
different document so you can switch quickly among documents. 


Important Give each copy of MacWrite a different name. (You can 
rename a copy by renaming its application icon in the Finder.) 
lf you use two or more copies with the same name, you may 
lose Information. 


MacwWrite 4.6 specifications 


Maximum text pages: 255 
Maximum Return characters 
(paragraphs): 2000 
Maximum characters in a 
paragraph: 3000 
Maximum tabs per ruler: 10 
Narrowest left margin: 1 inch 
Narrowest right margin: Varies (depends on your printer 


and Page Setup options) 
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